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INTRODUCTION

In order to accomplish the writing of Terminal Per{ormance Objectives in tne
Phased Typing Program it was necessary to determine the curriculum which would be
included, the proper order in which (he curriculum should be covered, snd to rec-
ognize that a Phased Typing Program should dirferentiate between the students who
take typing only for personal use, and the students who take typing for vocationatl
purposes.

The first step in this process was to meet with the Office Occupations Advisory
Committee for Business Education in the San Mateo Union High School District. This
committee is composed of several representatives from the business community who
are listed on the acknowledgment page. T[hey were requested to identify the ten most
impor tant skills an emp'oyece needs for entry level employmen: in the office occupations
area. This information was obtained from various employe.s in San Mateo and San
Francisco Counties. Mrs., Lois Callahan, Chairman of the Business Education Curriculum
Council, provided similaer data gathered in Riverside (10) and Santa Clara Couniies,

A priority listing of the most important entry tevel skills an employee in the office
occupations area should possess was developed from the above data. An extensive study
conducted in the State of Washington (6), which polled employees rather than empioyers,
provided an enumeration of the relative importance of several hundred skills which
entry level employees in the office occupations area need to possess. When the results
of the Washington study were considered in conjunction with the findings in this
District, a list of apptoximately the top thirty skills was compiled.

The second step in this process was to go to the Business Education Curriculum
Council which is composed cf the Business Education Department Heads in the eight
high schools in the San Mateo Union High School District who are listed on the
acknowledgment page. The Department Heads were requested to go to the Business
Education Teachers in the district and ask the teachers to provide a list of the most
importent skills taught in the office occupations arz2a. From this enumeration,
approximately the top thirty skills taught in the office occupations area were determinad,

The third step in this process was to compare thcse data on the two lists
descr ibed above. From this comparison the general objectives for the office occupations
curriculum evolved.

An examination of this extensive lisl clearly indicated that typing was the
single most important skill an employe: needed in almost all of the office occupations
areas. In view of the above, and taking into consideration that typing is one of the
mest widely e'ncted courses in high school, typing was given first priority in the
development cof performance objectives. Mr. Donald E. Tingley and Mrs. Marilyn Lee
were asked to work on this task because of their teaching background and their interest
in the subject matter area.

The fourth step in this process was to determine specific Terminal Performance
Ob‘ectives in lypiny as separate items from general objectives in the overall office
occupations area. With the support of the individuals and groups listed on the
acknowledgment page, this task was atcompiished.




The fifth step in this process entailed the designing of a Phased Typing Program
which would permit a student to progress at his own rate through four phases which
correspond, in terms of time, to approximately four semesters of typing. In the
Phased Typing Program a sizeable portion of the curriculum is self-paced and a student
may progress as rapidly through the program as his abilicy, his motivation, and his
goals will allow. Mr. Tingley, working with Mr. Troy E. Nuckols, was principally
responsible for the cesign of the program,

As thc destgn of the Phesed Typing Program and the writing of Terminal Performance
Objectives for this program progressed, it became apparent that a standardized, District.
wide, testing program and grading procedure were essential. Therefore, these elements
were included in the design. A District-wide testing program will serve to validate
the standards -'ggested for the Terminal Performance Objectives. A uniform grading
procedure wili identify the extent to which all typing students in the District meet
the standards established for the Terminal Performance Objectives.

The sixth step in this process required the writing of tests designed to meet
the criteria outlined in the Terminal Performance Objectives in each of the four
phases. Mrs. lLee, working with Mr. Tingley and Mr. Nuckols, was principally responsihle
for the development of these tests.

Each phase, and each pertormance objective within a phase, was written as an
entity so that it might be read and used without reference to other phases or objectives
Each phase was designed to accomplish specific purposes. Phase one and two are laigely
devoted to training for personal use and the development of the first level of skill
necessary for vocational application. Phise three and four are devoted principally
to developing a student's typing skill to the point where he will qualify for entry
level cmployment in the office occupations area.

The following report represents only the first of many tasks which must be
under taken in order to individualize instruction in the Phased Typing Program. The
next tasks to which the District must address itself include:

1) Carrying out the standardized, District-wide testing prograin;

2) Adjusting Terminal Performance Objective test standards as the need is
indicated;

3) Reviewing and revising the Phased Typing Program and the Terminal Performance
Objectives as the need is indicated;

) Writing learning Activity Packages which present the Intermediate Performance
Objectives a student must meet in order to advance through the Phased Typing
Pr ogram;

§) Providing sufficient flexibility in the traditional semester configuratioen,
grading procedures, awarding of credits, and class scheduling so that the
Phased Typing Program can be put into operation in alt hiqh schools in the
District.

The “"zero-Reject' concept requires that students be permitted to take as much
tire as is needed in order to reach the criterion performance. if a system is to be
provided which stresses individualized instruction, approximately the same procedure
as described above must be followed in all subject matter areas within the Business
fducation curriculum, When the necessary steps are taken to implement this Phased
Typing program, the District will have moved toward fulfilling the goals of the
Business Education Teachers in the San Mateo Union High School District.

e B Niweleds)

Trby €. Nuckols
Program Coordinator
vi




TC RAINAL PERFORMANCE OSJECTIVES
for
A Phased Typing Program in Business Education
PREFACE

Few students in high school and college can escepe the reed to submit typed
reports, essays, and term papers to their teachers. Few individuals can avoid
for long the writing of personal business letters for purposes of ordering goods
or services, compiaining about errors in billing, or describing defects in
merchandise. Few workers, whether clerfical or professional, fail to benefit
from at teast a minimal level of skill at the typewriter.

The Phased Typing Program is designed to carry each individual student as
far and as rapidly toward the goal of achieving typing skill as his motivation,
ability, and time permit.

Four ''phascs'! that correspond in time, for the typicel student, to four
semesters of typewriting instruction characterize the Phased Typina Program.
The student can start in the program as early as the ninth grade although the
vocationally-oriented student might benefit most by delaying the start until
at least the tenth grade. Students who intend to use the typewriter primarily
for personal use would normally complete no more ihan the activities in the
first and second phases. The student working towuard development of entry
level skills for the office cccupations (such as secretary, stenographer, clerk-
typist, and general office clerk) wuuld normelly complete atl four phases of
the program,

Upcn successful completion of each phase of the program, the student will
receive five credits toward greduetion. If a student successfully completes
all phases of the tyning nrogram, he will earn 20 credits.

The Phased Typing Program {s predicated on the concept of individualized
instruction as er-~died in seif-paced Learning Activity Package (LAP) materials.
It should be ncted that 2nly a portion of the time a student spends in a phased
typing prooram will be devoted to activities that are self-paced. The initial
learning of tre kevhoard, speed and accuracy development on straight paragraph
cepy, and measurement of improvement are 31l activities that are handled in
groups urder direct teacher supervision and control,

Each Learning Activity Package contains the following parts:

a) Rationalet Answers the question '"Why does the student need to

.

know what this LAP is desigred to help him learn?"

b) General Objectiver Describes {n general terms what the student
will know or be ahble to do when be has comleted the LAP. This
statemert is frequently combined with the Rationale.

vii




PREFACE--PHASED TYPING PROGRAM

¢) Performance Objectivest Tells the student specifically what he
must be able to do, the cunditions under which he must do it,
and the degree of accuracy or correctness he must achieve in
order to meet minimum standards.

d) Exemption: Tells the student a procedure he may follow in order
to demonstrate that he does not need to do the activities in the
LAP.

e) Activities:t Describes in detail what the student is to read, vieu,
listen to, ard do in order to reach the performance objectives of
the LAP. Special or alternate learning activilies may be provided
for students who are ¢ifted, who have learning difficulties, or
who are unusualiy motivated or creative.

f) Evaluation: Measures the sxtent to which the student meets the
per formance objectives for tihe LAP.

The Phased Typing Program is designed so that a student may complete all
phases in as short a period of time as one semester or as lcng a period of
time as four semesters. A studert may be exempted from any AP within a
phase by successfullv passing the self-administered pre-test and the teacher-
administered post-test for the LAP. The period of time a student spends in
cach phase of this program is decenuent upon his ability to develop a level
of skitl which meets the minimum stardards for advancing to the next phase,
tupon his motivation, and upon his goals.

The following page: present the Terminal Performance Objectives and
related espects of the Phased Typing Program,

viii




»°
TERMINAL PERFORMANCE OBJECTIVES

for

Phase 1 of the Phased Typing Program

1.0.0  GRADE PLACEMENT: 9, 10, 11, 12

2.0.0 PREREQUISITES:  None

3.0.0 RATIONALE:  The student who enrolls in Phase | takes a first step down
the road to development of a skill that witl prove to be an invalueble aid
to him in his remaining years of formal education, in his personal business
affairs, and in his vocation. Phase V' is an introduction, and very few
students will find that this phase is enough for purposes of developing a
vocational skill. On the other hand, some students may consider this
phase sufficient for development of typing skill for personal use only.

4.0.0  GENERAL OBJECTIVES: With the completion of the learning activities in
Phase 1, the student will be able to

L.1.0 Use the touch typing system in typing all alphabetic keys on a
standard typewriter;

4L.2.0 Use the proper reaches in typing all numbers and symbols on a
standard typewriter;

4.3.0 Touch type complete sentences and paragraphs for a specified
period of time at a rate that equals or exceeds average hand-
writing speed;

L.4,0 Touch type complete sentences and paragraphs for a specified
period of tine with an appropriate degree of accuracy;

L.5.0 Touch type semi-arranged simple versions of common business
letters, personal business letters, tables, and manuscripts
at acceptable levels of speed and accuracy;

L.6.0 Pronfread his typed work with such care as necessary t¢ find
any typographical errors he makes;

L.7.0 Use a typewriter eraser to make possible the correction of
relatively simple typographical errors;

4L.,8.0 Take reasonable care of his typewriter, organize his work

station, and exhibit the beginning of a business-1like
attitude toward his typing work.

P.rge 1




PHASE |

5.0.0

6.0.0

OF THE PHASED TYPING PROGRAM Page 2

INSTRUCTION CONTENT: The following is an outline of the course

conteni designed to help the student reach the Phase 1 minimum terminal
objectives., No attempt is made here to list Learning Activity Packages or
to provide a detailed and scquential listing of every item of instruction
in the Phase 1 curriculum. Distinction must be made between items of
learning that will be terminally tested and those that are tested as a
part of the Learning Activity Package post- tests. The latter items are
not included in the outline below. Reverence to the LAPs developed for
Phase 1 will provide a detailed outline of all course content and a
complete list of those "intermediate performance objectives! that are
tested in the Learning Activity Package post-tests.

5.1.0 The typewriter keyboard and other major machine parts--group
activity

5.2,0 The techniques of touch typing--group activity

5.3.0 Activities to boost speed and accuracy--group activity

5.4,0 Centering typewritten copy vertically and horizontally--self-paced
5.5.0 Simple manuscript typing--self-paced

5.6.0 Simple tabulation typing--self-paced

5.7.0 Simple business letter typing--self-paced

5.8.0 Simple personal business letter and envelope typing--self-paced
5.9.0 Proofreading typewritten copy--self-paced

5.10,0 Erasing and correcting simple typographical errors--self-paced

PRE-TESTING: There will be no pre-test at the beginning of the phase.
Tt will be assumed that all students programmed into Phase ! have had
little or no tycewriting instruction. However, a sturfent may be exempted
fr-m selected tearning Activity Packages in the phase by demonstrating

r ry of the skills or concepts embodied in these LAPs. This may be

a..  iplished by successful completion of the pre- and post-tests which
aire included in each LAP.

6.1.0 LAP pre-tests: Any student may elect to take the pre-test at the
beginning of a LAP if he believes that he can meet the stated
performance objectives for that LAP without completing the
activities required in the LAP., Upon completion of the self-
administered test, the student will elect to

6.1.1 take the post-test for the LAP if he completed the
pre-test with a score above the minimum criteria
set for the pre-test or



PHASE 1

7.0.0

CF THE PHASED TYPING PROGRAM Page 3

6.1.2 begin the activities in the LAP if his score on the
pre-test was not above the minimum criteria or

6.1.3 begin the activities in the LAP if the pre-tast score
was above the minimum criteria but below the standards
the student sets for himself.

POST-TESTING: Both end-ot-LAP and end-of -Pha<e post -tests are used to
measure (1) whether the student has met the performance objectives
stated for the LAPs and the phase and {2) the degree to which he exceeds
the minimum criteria established for those performance objectives.

7.1.0  LAP post-testss The student will take a post-test as he completes
each activity package or at any point in the package that he
believes he is ready to be tested. His performance on the post-
test will be measured against speed, accuracy, and proofreading
grading criteria tables established for each LAP. Upon completion
of the teacher-administered post-test, the student will

7.1.1 begin the next LAP if he meets the minimum standards
for the post-test or

7.1.2 if he does not meet the minimum standards, engage in
remedial practice, recommended by the teacher, until he
believes he can meet the minimum performance criteria
for the LAP.

7.1.3 The student will demonstrate that he has met the criteria
for advancement to the next LAP by successfully completing
the LAP post-t.it at or above the minimum specified.

7.2.0 Phase post-test: This test is administered in several parts at
or near the end of all activities in Phase | to evaluate the
student's success in reaching the Terminal Performance Objectives
detailed in 8.0.0 belew. Appendix A provides an explanation of
how terminal grading criteria was established; Appendix B con-
tains samples of terminal performance tests for phase post-
testing in the Phased Typing Program.




PHASE |

8.0.0

OF THE PHASED TYPING PROGRAM Page 4

TERMINAL PERFORMANCE OBJECTIVES: The following performance objectives are

Program. It is important to note that there are ather qoals within Phase 1,
and that they will be reflected in the "intermediate' performance objectives
included in each Learning Activity Package developed for the phase.



PHASE 1 OF THE PHASED TYPING PROGRAM Page 5

8.1.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL DURING THE LAST TWO LAPS IN
PHASE 1, TH! STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE THAT
MATERIAL FOk A PERIOD OF FIVE MINUTES AND THAT HE CAN DO SO WITH-
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING.

8.1.i Appropriate paragraph material: Any series of alphabetic
paragraphs with a syllabic intensity of approximately 1.h
that can be copied line for T1ine for five minutes without
repetition may be used.

8.1.2 Per formance conditions: On each occasion that the student
takes five minutes timed writings for grading purposes
during the last two LAPs of Phase 1, he will be given two
writings on the same copy. For a timed writing to qualify
for a grade, the student's typing speed must be 13 or more
GWPM and his acct acy must be at least 93 percent of GWPM.
The student may not erase errors, use a dictionary, nor
seek help in proofreading. He must proofread end mark all
errors and calculate his gross words per minute (GwPM) .

8.1.3 Counting and marking errors: International Typewriting
Contest rules will be used to determine errors in timed
writing copy. (These are the rules used by many employers
to score typing tests administered io prospective employees.)
A copy of these rules may be found in Appendix C.

8.1.%4 Calculating typing speed: For grading purposes, gross
words per minute (GWPM) will be the measure of typing speed.
GWPM is determined by adding every stroke typed (including
spaces and considering the entire copy as having been
typed in a continuous line), dividing the total strokes
typed by five .. get total gross words and then dividing
by the length of the timed writing--i.e., 1000 total
strokes # 5 = 200 total gross words ¢ 5 minutes = 4O GWPM.

8.1.4,1 Neither net words per minute (NWPM) nor correct
words per minute (CWPM) will be used for grading
purposes in the Phased Typing Program. However,
so that students will be aware of the scoring
systems used by some employers in employment
typing tests, ‘hey will be introduced to NWPM
and CWPM calculation.

8.1.5 Proof of achievement--speed: The following table contains
the criteria to be used in grading five minute straight
copy timed writings during the last two LAPs in Phase 1,
The student's final speed grade for this objective will
be the average of the three hest speed scores out of a
minimum of four qualifying timed writings.
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8.1

7

PHASED TYPING PROGRAM

Phase 1--Terminal
5-Minute Timed Writing Speed Standards

Letter
GWPM Grade
38+ A
31-37 B
21-30 C

Performance below this level does not
meet the minimum standard for
advancement to Phase 2,

13-20 N

Proof of achievement--accuracy: The criteria in the

following table will be used to grade the accuracy of
five minute straight copy timed writings during the
last two LAPs of Phase 1. To illustrate, a student who
types 135 gross words and makes three errors in a five
minute timed writing will have an accuracy percentage
for thet timing of 97.7 percent or a grade of '8,

(An ""Accuracy Percentage Table' that facilitates
determination of the accuracy grade may be found in
Appendix D.) The student's final accuracy grade for
this objective will be the average of the three best
accuracy scores out of a minimum of four qualifying

t ned writings.

PHASED TYPING PROGRAM

Phase 1--Terminal
Ac:uracy Standards

Percent of Letter
Accuracy Grade
98.5-100 A
97.5- 98.4 B
96.0- 97.4 C

Performance below this level does not
meet the minimum standard for
advancement to Phase 2.

93.0- 95.9 0

Proof of achievement--pruofreading: As noted in 8.1.2
above, the student must proofread each page of work,
mark, and count his errors. The following standards
will be applied during the final two LAPs of Phase 1 to
evaluate the student's development of proofreading
competence.
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PHASED TYPING PROGRAM

Phase 1--Terminal
Proofreading Standards

Undiscovered Typographical Letter
Errors per Page Gr ade

0 A

1 B

2 c

Per formance below this tevel does not
mc~t the minimum standard for
advancement to Phase 2.

3 D
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8.2.0

GIVEN APPROPRIATE MATERIAL, AFTER COMPLETICN GF ALL MANUSCRIPT LAPS
IN PHASE 1, THE STUCENT WILL DEMCNSTRATE THAT HE CAN TYPE A ONE-
PAGE MANUSCRIPT WITH '"'UNBOUND" MARGINS AND THAT HE CAN DO SO WITH-
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING.

8.2.1 Appropriate manuscript: The copy will be between
240 and 250 words in length and include a title, a by-line,
at least one minor heading, and at least one footnote. The
material presented to the student will be semi-arranged
typewritten copy using margins and tabs which differ from
those the student will be asked to use. All spelling and
punctuation will be given correctly.

8.2.2 Performance conditions: The student will be given two 40
minute opportunities to demonstrate his typing skill in a
terminal manuscript test. If he elects to take the test
on both occasions, the student will choose the better of
the two manuscripts for grading. The student may use a
dictionary, a visual guide sheet that indicates line of
typir 4 unly, or pencil marks on the typing paper as aids.
He may not use reference sources (inclucding, but not
limited to Learning Activity Packages and textbooks),
erase errors, nor seek help in proofreading. The student
must mark all errors.

8.2.3 Counting and marking errors:  Typographical errors will be
counted and marked according to the International Typewriting
Contest rules. Refer to Appendix C. In addition, style/
arrangement errors and deviation from the test instructions
will be considered incorrect. These non-typographical
errors however, will be counted only vnce. For example,
if a student indents all paragraphs ten spaces instead of
the standard five, only one error is counted regardless of
the number of times the mistake is repeated.

B8.2.L Proof of achievement--speed: The following table contains
the criteria to be used in grading manuscript production
speed in the terminal test. To illustrate, students
completing the manuscript in 15 minutes or less will have
earned an VA" for speed,

PHASED TYPING PROGRAM

Phase 1--Terminal
Speed Standards for Manuscript Production

—

Minutes Letter
iJsed GWPM Grade
I-15 16+ A

16-78 13-156 B

19-27 9-12 c

Performance below this level does not
meet the minimum standard for
advancement to Phase 2.

28-40 6-8 0
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8.2.5

8.2.6

Proof of achievement--accuracy: The criteria in the
folTowing table will be used to grade the accuracy of
manuscript production in the terminal test. For example,
students completing the manuscript with an accuracy of
98.5 percent or higher will have earned an A" for
accuracy. An '""Accuracy Percentage Table'' that facilitates
determination of the accuracy grade may be found in
Appendix D,

PHASED TYPING PROGRAM

Phasa 1--Terminal
Accuracy Standards

Percent of Letter
Accuracy Grade
98.5-100 A
97:5‘ 98-"‘ B
96.0- 97.4 C

Performance below this tevel does not
meet the minimum standard for
advancement to Phase 2,

93.0- 95.9 0

Proof of achievement--proofreading: As noted in 8.2.2
above, the student must proofread each page of work, mark,
and count his errors. The criteria in the foilowing table
will be used to grade the student's proofreading competence
during terminal testing.

PHASED TYPING PROGRAM

Phase 1--Terminal
Proofreading Standards

Undiscovered Typographicatl Letter
Errors per Page Grade

0 A

1 B

2 C

Performance below this level does not
meet the minimum standard for
advancement to Phase 2,

3 0
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8.3.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL TABULATION LAPS
IN PHASE 1, THE STUDENT WILL DEMONSTRATE THAT HE CAN CENTER AND
TYPE AN OPEN STYLE TABLE ON STANDARD SIZE PAPER AND THAT HE CAN DO
SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND
WITH ACCURATE PROOFREADING.

8.3.1 Appropriate tabulated material: The copy will be
between 75 and 85 words in length and include a title
(spread centered), sub-title, three centered column
headings, and three columns of words. The material
presented to the student will be semi-arranged type-
written copy using margins and tabs which differ from
those the student will be acked to use. AlT spelling
and punctuation will be given correctly.

8.3.2 Performance conditons: The student will be given two
40 minute opportunities to demonstrate his typing skili
in a terminal tabulation test. If he elects to take
the test on both occasions, the student will choose the
better of the two tables for grading. The student may
use a dictionary, a visual guide sheet that indicates
line of typing only, or pencil marks on the typing paper
as aids. He may not use reference sources (including
but not limited to Learning Activity Packages and text-
books), erase errors, nor seek help in proofread ing.
The student must mark all errors.

8.3.3 Counting and marking errors:  Typographicai errors will
be counted and marked according to the International
Typewriting Contest rules. Refer to Appendix C. In
addition, style/arrangement errors and deviation from
the test instructions will be considered incorrect,
These non-typographical errors, however, will be counted
only once. For example, if the secord and third column
tabs are not properly set only because the left margin
used for the first column was incorrectly set, only
one error should be counted,

8.3.4 Proof of achievement--speed: The following table contains
the criteria to be used in grading tabulation production
speed in the terminal test. To illustrate, students com-
pteting the table in thirteen to fourteen minutes will have
earned a '"B!' for speed.

.

PHASED TYPING PROGRAM

Phase 1--Terminat
Speed Standards for Table Production

Minutes Letter
Used GWPM Grade
1-12 7+ A

13-1h 6 B

15-20 4.5 C

Performance below this level does not
meet the minimum standard for
advancement to Phase 2.

21-40 2-3 D




PHASE ! OF THE PHASED TYPING PROGRAM Page 11

8.3.5

8.3.6

Proof of achievement--accuracy: The criteria in the
following table will be used to grade the accuracy of
tabulation production in the terminal test. To illustrate,
students completing the tabulation with an accuracy of

96.0 to 97.h percent will have earned a '"C" for accuracy

An "Accuracy Percentage Table'" that facilitates determination
of the accuracy grades may be found in Appendix D.

PHASED TYPING PROGRAM

—————

Phase 1--Terminal
Accuracy Standards

Percent of Letter
Accuracx Grade
¢8.5-100 A
97.5- 98.4 B
96.0- 97.4 C

Farrormance below this level does not
meet the minimum standard for
advancement to Phase 2.

93.0- 95.9 D

Proof of achievement--proofreading: As noted in 8.3.2
above, the student must proofread each page of work,

mark, and count his errors. The criteria in the following
table will be used to grade the student's proofrcading
competence during terminal testing.

PHASED TYPING PROGRAM

Phase 1--Terminal
Proofreading Standards

Undiscovered Typographical Letter
Errors par Page Grade

0 A

1 B

2 C

Performance below this tevel does not
meet the minimum standard for
advancement to Phase 2.

3 D
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GIVEN APPROPRIATE MATERIAL, AFTFR COMPLETICN OF ALL LETTER LAPS IN
PHASE 1, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE SIMPLE
BUSINESS LETTERS3 THAT HE CAN TYPE THEM IN BLOCK STYLE WITH MIXED
PUNCTUATICN; AND THAT HE CAN DO SO WETHIN SPECIFIED SPEED LIMITS,
SPECIFIED ACCURACY LIMITS, AND WITH ACCURATE PROOFREADING.

8.4.1

8.4.2

8.4.3

8.4.4

Appropriate business letter material: The copy will be
145 to 155 words in length and include a date line, four-
line inside address with Zip Code, salutation, body,
complimentary closing, two-line signer's identification,
and referen.e initials. The material presented to the
student will be semi-arranged typewritten copy using
margins and tabs which differ from those the student will
be asked to use. Al! spelling and punctuation will be
given correctly.

Performance conditions: The student will be given two
20 minute opportunities to demonstrate his typing skill
in a terminal business letter test. If he elects to take
the test on both occasions, the student will choose the
better of the two letters for grading. The student may
use a dictionary, a visual guide sheet that indicates
line of typing only, or pencil marks on the typing paper
as aids. He may not use reference sources {(including,
but not Timited to, Learning Activity Packages and text-
books}, erase errors, nor seek help in proofreading. The
student must mark all errors

Counting and marking errors: Typographical errors will
be counted and marked according to the Interpational
Typewriting Contest rules. Refer to Appendix C. In
addition, style/arrangement errors and deviation from
the test instructions will be con:idered incorrect.
These non-typographical errors, however, will he counted
only once. For example, if ine student fails to double
space between single spaced paragraphs, cnly one error
will be counted regardless of the number of times this
mistake occurs.

Proof of achievement--speed: The following table contains
the criteria to be used in grading business letter pro-
duction speed in the terminal test. To illustrate,
students completing the letter in eight to nine minutes
will have earned a "B’ for speed.

PHASED TYPING PROGRAM

Phase 1--Terminal
Speed Standards for Business Lettar Production

Minutes Letter
Used GV PM Grade
1- 7 21+ A
8- 9 17-20 B

10-13 12-16 c

Performance below this level does not
meet the minimum standard for

14-20

advancement to Phase 2,

8-11
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8.4.5

R.4.6

Proof of achievement--gccuracy: The criteria in the
folTowing table will be used to grade the accuracy of
business letter production in the terminal test. 1lo
iltustrate, students completing the letter with an
accuracy of 97.5 to 98.4 percent will have earned & ''B"
for accuracy. An “Accuracy Percentage Tabie' that
facilitates determination of the accuracy grades may be
found in Appendix D.

PHASEN TvP NG PROGRAM 1
. ———
Phase | --Terminal
Accuracy Stendards
Percent of letter
“Rcuracy Grade
98.5.100 A
97.5- 98.4 B
96.0- 97.4 c
Performance belcw this level does not
meet the minimun standard for
ad.ancerent to Fhase 2.
2.0. 95.9 D

Proof of achievercal:-proof-eading:  As noted in 8.4.2
above, the siudent musi proofread each page of work, mark,
and count his ertors. {be criteria ir the tollowing table
will be used to grade the student's proofreading competence
during terminal testing.

r.—.—.w..m..._ - R . e — B W

PHASED Ty NG PROGRAM

———— m—— 4

- - - —

Fha<e |.-terminal
£ Proofreeding Stendards

———— —— - — -

Undicovered Typographical letler
Errors per Paqe Grade

0 A

! 8

2 ¢

Performance below tvis Tevel does not
meet the minimm standard for
advancemnent to Phase 2,

3 0
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8.5.0

GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL LETTER LAPS 1IN
PHASE 1, THE STUDENT WILL OEMONSTRATE THAT HE CAN TYPE SIMPLE
PERSONAL BUSINESS LETTERS; THAT HE CAN TYPE THEM IN BLOCK STYLE
WITH MIXED PUNCTUATION; THAT HtE CAN PREPARE STANDARD SMALL
ENVELOPES FOR LETTERS; AND THAT HE CAR DO SO WITHIN SPECIFIED
SPEED LIMITS. SPECIFIED ACCURACY LIMITS, AND WITH ACCURATE PROOF-

READING.

8.5.!

8.5.2

8.5.3

8:5.‘*

Appropriate personal business letter material: The copy
will be between 145 and 155 words in length and include

a return address (the student's home address with Zip
Code), date Vine, three-line inside address with Zip Code,
salutation, body, compiimentary closing and a one-line
signer's identification {the student's own name). The
material prescnted to the student will be semi-arranged
typewr itten copy using margins and tabs which differ from
those the student will be asked to use. All spelling and
punctuation will be shown correctly.

Performance conditions: The student will be given two 20
minute opportunities to demonstrate his typing skill in a
terminal personal business letter test. If he elects to
take the test on both occasions, the student will choose
the better of the iwo letters for grading. The student
may use a dictionary, a visual guide sheet that indicales
Yine of typing only, or pencil marks on the typing paper
as aids. He may not use reference scu-ces {including,
but not limited to, LAPs and textbooks), erase errors,
nor seek help in proofreading, The student must mark all
errors.

Counting and marking errors:  Typographical errors will be
counted and marked according to the International Type-
writing Contest rules, Refer to Appendix (. In addition,
styte/arrangement e'rors and deviation from the test
instructions witl be considered incorrect. These non-
typographical errors, however, will be counted only once.
To illustrate, if a student sets the tab for the return
address, date line, complimentary closing, and signer's
identification incorrectly, only one error will be counted
even though 81l of these letter parts are improperly
located.

Proof of achievement--ipeed: The following table contains
the criterita to be used in grading personat busipess letter
and envelope production spead in the terminal test. For
example, students completing the lelter and envelope in

10 to 13 minutes wil? have earned 5 "(" for speed.
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PHASED TYPING PROGRAM

Phase '--Terminal
Speed Standards for Personal Business lLetter
and Envelope Productson

Minutes Letter
Used GWPH Grade
1. 7 21+ A

8- 9 17-20 8

10-13 12-16 C

Per formance below this level does not
meet the minimum standard for
advancement to Phase 2.

14-20 8-11 D

8.5.5 Proof of achievement--accuracy: The criteria in the
following table will be used to grade the accuracy of
personal business letter and envelope production in the
terminal test. To illustrate, students completing the
letter and enrvelope with an accuracy of 97.5 to 98.4
percent will have earned a "B" for accuracy. An
M"Accuracy Percentage Table! that facilitates determinaticn
of the accuracy grades may be found in Appendix 0.

PHASED TYPING PROGRAM

Phase 1--Terminal
Accuracy Standards

Percent of Letter
Accuragx Grade
98.5.100 A
9705‘ 98-“ 8
9600' 97nl’ C

Per formance below this leve! doec not
meet the minimum standard for
advancement to Fhase 2.

93.0- 95.9 0

8.5.6 Proof of achievement--proofreading: As noted in 8.6.2
above, the student must proofread each page of work, mark,
and count his errors. The criteria in the following table
will be used to grade the student's proofreading competence
during terminal testing.
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—

PHASED TYPING PROGRAM

Phase 1--Terminal
Proofreading Standards

Undiscovered Typographical letter
trrors per Page Grade
0 A
} B
2 C

Per formarce below this leve! does not
meet the minimum standard for
advancement to Phase 2.

3 4]
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GIVEN APPROPRIATE TYPING TASKS, DURING THE FINAL LAP OF PHASE 1,

THE STUDENT WILL DEMONSTRATE THAT
TECHNIQUES IN ACCOMPLISHING THOSE

8.6.1 Appropriate typing tasks:

HE USES THE BASIC TYPEWRITING
TASKS.

Any work required in the final

LAP will be considered an appropriate task.

8.6.2 The student will be observed and
rated by the teacher on the techniques enumerated in 8.6.3
below. The ohservation and rating will be on an un-
announced basis and will be made at least once dur ing the
final LAP of Phase |,

Per formance conditions:?

8.6.3 Basic typing techniques: The techniques that will be
checked are (a) position at the typewriter, (b) key
stroking, {c) continuity and rhythm, (d) carriage return,
(¢) shift-key operation, (f) space-bar action, (g) reading
copy for typing, and (h) the right mind set. Each of
these techniques is explained in a ''Check Sheet for Basic

Typewriting Techniques'', found in Appendix E.

8.6.4  Proof of achievement-.basic technigues: The following
table contains the criteria to be used 1n grading basic
typing techniques during the final LAP of Phase 1. The
teacher will rate the student on each of the basic
techniques using a four point scale. The average of tLhe
ratings wil) constitute the extent to which the studen!
has ~-t the minimum standards for Phase t'. To illustrate,
a < lent with an average rating of 3.6 or more will have
eo d an YAU for basic techniques.

PHASED TYPING PROGRAM

Phase 1--Terminal
Technique Standards

Average Letter
Rating Grade
3.6-4.0 A
2.6-3.5 B
1.6-2.56 ¢
Per formance below this level does not

meet the minimum standard for
advancement to Phase 2.
0.6-1.% D
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8.7.0

GIVEN APPROPRIATE PARAGRAPH MATERIAL DURING THE LAST LAP IN PHASE 1,
THE STUDENT WILL DEMONSTRATE THAT HE CAN, WITH THE AID OF A TYPE-
WRITER ERASER, CORRECT SIMPLE TYPOGRAPHICAL ERRORS WHEN SAID ERRORS
ARE DISCOVERED BEFORE THE COPY IS REMOVED FROM THE TYPEWRITER, AND
THAT HE CAN MAKE THESE CORRECTIONS NEATLY WITHIN A SPECIFIED TIME

PERIOO.

8.7.1

8.7.2

8.7.3

Appropriate materidl: The student will be instructed to
type, without regard to accuracy, a series of paragraphs
which contain words, digits, and symbols until he has
made at least five single character errors (i.e., sub-
stituting 'm" for "n'" in the word ''phone").

Per formance counditions:  The student will be given one
or more four minute opportunities to demonstrate his
ability to make neat erasures and corrections on a
terminal erasing test. Paper and erasers will be pro-
vided by the teacher.

Pr oof of achievemenl--erasing and correcting: The
student will have met this objective if he neatly erases
and corrects five single character errors in a period not
to exceed four minutes. A '"neat' correction is one in
which the paper is not worn thrcigh by the erasu e,

other typing in the area around the error is not smeared,
the correct character hides any vremaining sign of the
incorrect cne, and the correct character has snading
similar to the remainder of the typing on the page. If
the student is unable to meet this minimum objective,

he must engage in remedial practice until he is able to
do so.




PHASE | OF THE PHASED TYPING PROGRAM Page 19

8.8.0

GIVEN APPROPRIATE TYPEWRITER CLEANING MATERIALS, AFTER COMPLETION
OF THE '"'CARE OF " {E TYPEWRITER' LAP, THE STUDENT WILL DEMONSTRATE
THAT HE CAN CLEAN THE TYPEWRITER AND WORK STATION WITH WHICH HE
IS FAMILIAR IN A SPECIFIED PERIOD OF TIME.

8.8.1

8.8.2

8.8.3

Appropriate cleaning materials: The materials available
in the school which the student used in fulfilling the
requirements of the "Care of the Typewriter'' LAP will be
utilized in this test.

Performance conditions: The student will be given, without
advance notice, one or more 20 minute opportunities to
demonstrate his ability to clean a typewriter and work
station,

Proof of achievement--care of the typewriter: The student
will have met this objective if, upon inspection by the
teacher, all user acccssible parts of the typewriter are
free of dust, there is no smeared ink on the frame, and
closed cha. acters (i.e., "o' and '"8") are clear and sharp
when typed. 1In addition, the wurk station must be clean
and free of dust and eraser grit. If the student is unable
to meet this objective, he must engage in remedial practice
until he is able to do so.
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0-0

0!0

DETERMINING THE FINAL GRADE IN PHASE 1: The student's final grade in
Phase 1 will be determined by averaqing his Terminal Performance Objective
test grades, his individual Learning Activity Package grades, and his
final Technique grade. In averaging, the Terminal Performance Objective
tests will be given a weight of 7074, the LAP grades a weight of 20% and
his Technique grade a weight of 10/. A detailed example of final grade
determination may be found in Appendix F.

ABVANCEMENT TO PHASE 2: In order for the student to advance to Phase 2,
he must have demonstrated a level of performance that is represented by
an overall letter grade of '"C.' or above.

10.1.0 EXCEPTION REQUIRING STUDENT ACTION:  The student who does not meet
the minimum and who wishes to advance to Phase 2 may do so by
teking the following action.

10.1.1 Consult with the teacher as to specific areas of weakness.
The teacher wiil determine these areas by 2 detaited
examination of the student's Terminal Performance Objective
tests and AP post-tests.

10.1.2 Engage in vemedial practice, recomnmended by the teacher,
until the student believes he can meet the minimum
pet formance criteria for his areas of weakness.

10.1.3 Demonstrate by taxing the appropriate lerminal) Performance
Objective tests that he has developed the minimum level
of skitl necessary for advancement to Phase 2.

10.2.0  EXCEPTION REQUIRING TEACHER ACTION: At the request of the teacher
in charge, the minimum criteria for advancement to Phase 2 may be
waived by a comittee of typing teachers for students who are
unable to meet this criteria as a result of mental retardation or
physical/emotioral handicaps.




1.0.0

2.0.0

4.0.0

O

ERIC

Aruitoxt provided by Eic:

TERMINAL FPERFGRMANCE OBJECTIVLES
For

Phase 2 of the Fhased Typing Progyram

GRADE PLACLMENT. 9, 10, 11, 12

s e

PREREQUISITES: Stucent mast have met the minimunm performence criteria

for Phase 1.

RATIONALE: few students can deveicp a high level of touh typirg siill
n on|;'3ne phase of this program. Students who enroll ir the Ftased
Typiny Program solely to develop typing skill for personal use wil) find
it worthwhile to complete this second phase of tre program. ihe typical
vocational student will fird this phace orly the secend of four essential
steps in the development of a vocaticonal level ot skill at the typewriter.

Phase 2 provides 'nstruction which directs the studest in zpplytng his
growing skill to varicd types of preduction work coamon to persoral and
busipess affairs  Some attention is also given to the development of skvlls
related tc lypewriting (i.e.. spcllirg and compssition at the typeeriter.)

GENERAL OBJE(TIYES: With the completion of the learning activities 1 [ hase
2, the student wili be able to
4.1.0  Touch type complet? cantentes and paregraphs for a specifiea

perico of time et 3 rale that crcueds average hadrriting speed;

l.2.0 Touch typc completle sentences snd parsy: aphs for a spe:1fied
period of tire with a greater degree of accuracy tharn achieved
in Phaste |,

4.3.0 TJouch type semi-erranged Lusiress and persoral business letters,
manutcripts, and tables at speed and accuracy levels above those
achieved in ihase 1;

L.4.0 Compose simple personal business letters and shortl essays al Lhe
typewriter;

h.6.0 Proofread his (ypeG work with such care as necessary to find ahy
errors made;

L.6.,0 Use a typewriter eraser to make possible the correction of common
typographical errors;

L.7.0 Take reasonable care of his typewt iter, organize his work station,

and exhibit a developing business-like attitude toward his typing
work.

Fage 21
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5.0.0

INSTRUCTIONAL CONTENT: The following is an outline of the course content
designed to help the s.udent reach the minimum terminal objectives of this
second phase of the Phased Typing Program. As with Phase 1, no attempt is
made here to list learning Activity Packages or to provide a detailed and
sequcintial listing of every item in the Phase 2 curriculum. Again, it it
essential to distinguish betiveen items of learning that will be terminally
tested and those that are tested as a part of the LAP post-tests. The
latter items are not included in the outline below. Reference to the
Activity Packages developed for Phase 2 will provide a detailed outline of
all course content and a complete list of those "intermediate performance
objectives' that are tested in the LAP post-tests.

5.1.0 Keyboard mastery with increasing speed and control--group
and self-paced activities

5.2.0 Manuscript typing--self.paced
6.2.1 Formal outline
5.2,2 Title page
5.2.3 Table of contents
5.2.4 Bibliography

5.3.0 Tabulation typing--seif.paced
5.3.1 Open style tables

5.4.0 Business letter, personal business letter, and envelope
typing--self-paced

5.4.1 Block and semi-block styles
5.5.0 Proofreading typewritten copy--self-pazed

5.5.1 Both typographical and form/arrangement errors
5.6.0 Erasing and correcting typographical errors-.self.paced

5.6.1  wWhen errors are found after paper is removed from
machine

5.6.2 Errors that require 'squeezing' or ‘'spreading"
to correct
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£.0.0

7.0.0

PRE-TESTING:  Although no pre-test will be given at the beginning of
the phase, the first week that a student spends in Phase 2 will be
devoted to an assessment of his basic typing skills. This assessment
will be restricted to the speed, accuracy, and typing techniques
demonstrated by the student while typing straight paragraph copy under
timed conditions.

At the end of the assessment week, the student who nieets tive minimum
performance criteria for straight copy speed, accuracy, and typing
technique required in the previous phase will begin the Learning
Activivy Packages for Phase 2. 1lhe student who does not meet the
minimum criteria will continue skill reconstruction drills until he
does reach the minimum, At that time, he will begin Phase 2
activities.

6.1.0 LAP pre-tests: Any student may elect to take the pre-test
at the beginning of a LAP if he beiieves that he can meet
the stated performance objectives for that LAP without
completing the LAP activities. Upon ccmpletion of the
selif-administered test, the student will elect to

6.1.1  teke the post-test for the LAP if nhe completed the
pre-test with a score asbove the minimum criteria for
the pre-test or

6.1.2 begin the activities in the LAP if his score on the
pre-test was not above the minimum or

6.1.3 begin the activities in the LAP if the pre-test
score was above the minimum criteria but still
below the standards the student sets for himself,

POST-TESTING:  Both end.of -LAP and cnd-of -Phase post-tests are used to
measure (1) whether the student hss met the performance objectives for
each LAP and for the phase as a whele and (2) the degree to which he
exceeds the minimum criteria established for those performance objectives,

7.1.0  LAP post-tests: The student will take a post-test as he
completes each activity package or at any point in the
package that he believes he is ready for the test. His
performance on the post-testt will be measured against
speed, accuracy, and proofreading grading criteria tables
estoblished for each LAF. Upon completion of the teacher-
administered pest-test. the student will

7.1.1  beagin the next LAP if he me~*s the minimum standards for
the post-test or

7.1.2 if he does not meet the minimum standards, engage in
remediel practice, recomrended by the teacher, until he
believes he can meet the minimum performance criteria
for the LAP,
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7.2.0

Page 24

7.1.3 The student will demonstrate that he has met the
criteria for advancement to the next LAP by

successfully completing the LAP post-test at or
above the minimum specified,

Phase post-test: This test is given in several parts at or near
the end of all activities in Phase 2 to evaluate the student's
success in reaching the Terminal Performance Objectives detailed
in 8.0.0 below. Appendix A provides an explanation of how
terminal grading criteria was established; Appendix B contains

samples of terminal performance tests for phase post-testing
in the Phased Typing Program.
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8.0.0

TERMINAL PERFORMANCE OBJECTIVES: These performance objectives are a
precise statement of the minimum goals of Phase 2 of the Phased Typing
Program. As was true in Phase 1, there are other goals within the
Phase, and these will be reflected in the "intermediate' performance
objectives included in each Learning Activity Package developed for
the phase.
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8.1.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL, DURING THE LAST TWO0 LAPS IN
PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE THAT
MATERIAL FOR A PERIOD OF FIVE MINUTES AND THAT HE CAN DO SO WITH-
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING,

8.1.1 Appropriate paragraph material: Any series of alphabetic
paragraphs with a syllabic intensity of approximately 1.4
that can be copied line for line for five minutes without
repetition may be used.

8.1.2 Pperformance conditions: On each occasion that the student
takes five minute timed writings for grading purposes dur-
1ng the last two LAPs of Phase 2, he will be given two
writings on the same copy. For & timed writing to qualify
for a grade, the student's typing speed must be 24 or more
GWPM and his accuracy must be at least 96.5 percent of
GWPM., The student may make a pencil mark on the paper to
signal the approach of the bottom of the page. He may not
erase errors, use a dictionary, nor seex help in proof-
reading. He must proofread and mark all errors and
calculate his gross words per minute {GWPM).

8.1.3 Counting and marking errors: International Typewriting
Contest rules wil]l be used to determine errors in timed
writing copy. (These are the rules used by many employers
to score typing test administered to prospective employees.,)
A copy of these rules may be found in Appendix C.

8.1.4 Calculating typing spead: For grading purposes, gross
words per minute {GWPM) will be the measure of typing
speed. GWPM is determined by adding every stroke typed
{(including spaces and considering the entire copy as
having been typed in a continuous line), dividing the
total strokes typed by five to get total gross words and
then dividing by the length of timed writing--i.e., 1200
total strokes * 5 = 240 toial gross words = 5 minutes =
48 GWPM. :

8.1.4.1 Neither net words per minute (NWPM) nor correct
words per minute CWPM) will be used for grading
purposes in this or any other phase of the Phased
Typing Program. However, so that students will
be aware of the scoring systems used by some
employers in employment typing tests, they will
be introduced to NWPM and CWPM calculation.

8.1.5 Proof of achievement--speed: The criteria in the
following table will be used in grading five minute
straight copy timed writings during the last two LAPs
of Phase 2, The student's final speed grade for this
objective will be the average of the three best speed
scores out of a minimum of four qualifying timeud writings,
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8.1.6

PHASED TYPING PROGRAM

Phase 2--Terminal
5-Minute Timed Writing Speed Standards

tetter
GWPM Grade
49+ A
L2-48 B
32-41 C

Performance below this level does not
meet the minimum standard for
advancement to Phase 3,

2431 D
L — -
Proof of achievement--accuracy: The following table

contains the criteria that will be used in grading

the accuracy of five minute straight copy timed
writings during the last two LAPs of Phase 2. To
illustrate, a student who types 240 gross words and
makes four errors in a timed writing will have an
accuracy percentage for that timing of 98.3 percent

or & grade of "B," (Refer to Appendix D for an
"Accuracy Percentage Table' that facilitates determina-
tion of the accuracy grade.) The student's final
accuracy grade for this objective will be the average
of the three best accuracy scores out of a minimum of
four qualifying timed writings.
PHASED TYPING PROGRAM
Phase 2--Terminal
Accuracy Standards

ﬁgrcentrgi Letter
Accuracl Eﬁféﬁ
99.0-100 A
98.0- 98.9 8
97"0° 97-9 C

Performance below this level does not
meet the minimum standard for
advancement to Phase 3.

96.5- 96.9 0
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8.1.7 Proof of achievement--proofreading: As noted in
8.1.2 above, the student must proofread each page
of work, mark, and count his errors. The following
standards will be applied during the final two
LAPs of Phase 2 to evaluate the student's development
of proofreading competence,

PHASED TYPING PROGRAM

Phase 2-.-Terminal
Proofreading Standards

Undiscovered TypogrEEﬁicgl letter
Errors per Page graEe

0 A

1 ' B

2 C

Performance below this level does not
meet the minimum standard for
advancement to Phase 3.

3 D
- —
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8.2.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETICN OF ALL MANUSCRIPT
LAPS IN PHASE 2, THE STUDENT WIL! DEMONSTRATE THAT HE CAN TYPE
A TWO-PAGE MANUSCRIPT WITH "BOUND' OR '"'UNBOUND'' MARGINS AND
THAT HE CAN DO SO WITHIN SPECIFIED SPcED LIMITS, SPECIFIED
ACCURACY LIMITS, AND WITH ACCURATE PROOFREADING,

8.2.1 Appropriate manuscript material: The copy will be
between 365 and 375 words in length and include a title,
at least one minor heading, one long quotation, one
short quotation, two footnotes, and a page number for the
second page. The material presented to the student will
be simple rough draft form using margins and tabs which
differ from those the student will be asked to use. All
spetling and punctuation will be given correctly.

8.2.2 Performance conditions: The student will be given two
30 minute opportunities to demonstrate his typing ckili
in a terminal manuscript test. If he eiects to take the
test on both occasions, the student will choose the
better of the two manuscripts for grading. The student
may use a dictionary, a visual guide sheet that indicates
line of typing only or pencil marks on the typing paper
as aids, ile may not use reference sources {(including,
but not limited to, Learning Activity Packages and
textbooks}, erase errors, nor seek help in proofreading.
The student must mark all errors.

8.2.3 Counting and marking errors: Typographical errors will
be counted and marked according to the International Type-
writing Contest rules found in Appendix C. In addition,
style/arrangement errors and deviation from the test
instructions will be considered incorrect, The non-
tynographical errors will be counted only once, however.
If a student, for example, sets his margins for a ''bound"
manuscript when the directions call for ''unbound,!' only
one error will be counted even though that mistake
involves both left and right margins on two different

pages.

8.2.4  Proof of achievement--speed: The following table contains
the criteria that will be used in grading manuscript pro-
duction speed in the terminal test. To illustrate, a
student who completes the test in t4 minutes or less will
have earned an "A" fcr speed.
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PHASED TYPING PROGRAM

Phase 2--Terminal
Speed Standards for Manuscript Production

’~—Minutes Letter
Used GWPM Grade
1-14 26+ A

15-17 22-25 B
18-22 17-21 C

Performance below this level does not
meet the minimum standard for
advancement to Phase 3.

23-30 13-16 D

8.2,5 Proof of achievement--accuracy: The criteria in the
following table will be used to grade the accuracy of
manuscyript production in the terminal test. To
illustrate, a student who completes the test with an
accuracy of 99 percent or higher will have earned an
A" for accuracy. Appendix D contains an "Accuracy
Percentage Table!'' that facilitates determination of
the accuracy grade,

PHASED TYPING PROGRAM

Phase 2--Terminal
Accuracy Standards

Percent of Letter
Accuracy Graae_
99.0-100 A
98.0- 98.9 B
97.0- 97.9 C

Performance below this level does not
meet the minimum standard for
advancement to Phase 3.

9605' 96-9 D

8.2.6 Proof of achievement--proofreading: As noted in 8.2.2 ard
8.2.3, the Phase 2 student must locate both typographical
and arrangement errors. The following table contains the
standards to be used in measuring the student's proofreading
competency on this termina! test.
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PHASED TYPING PRCGRAM

Phase 2--Terminal
Proofreading Standards

Undiscovered Letter
Errors per Page Grade
0 A
] B
2 ¢

performance below this level does not
meet the minimum standard for
advancement to Phase 3,

3 D

Page 31
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8-300

GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL TABULATION
LAPS IN PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE CAN CENTER
AND TYPE AN OPEN STYLE TABLE ON STANDARD SIZE PAPER AND THAT HE
CAN DO SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY
LIMITS, AND WITH ACCURATE PROOFREADING.

8-3-]

8.3.2

8-3-3

8.3.4

Appropriate tabulated material: The ccpy will be between
120 and 130 words in Tength and include a title, sub-title,
four or five columns with centered column headings with
digits in two of the columns. The materials presented to
the student will be semi-arranged typewritten copy using
margins and tabs which differ from those the student will
be asked to use. All spelling and punctuation will be
given correctly.

Performance conditions: The student will be given two 25
minute opportunities to demonstrate his typing skill in a
terminal tabulation test. If he elects to take the test
on both occasions, the student will choose the better of
the two tables for grading. The student may use a diction-
arr, a visual guide sheet that indicates —T¥he of typing
only, or pencil mark: on the typing paper as aids. He ma
not use reference sources (including, but not limited to,
Tearning Activity Packages and textbooks), erase errors,
nor seek help in proofreading, The student must mark all
errors,

Counting and marking errors: Typographical errors will be
counted and marked according to the International Type-
writing Contest rules. Refer to Appendix C. In addition,
style/arrangement errors and deviations from the test
directiors will be considered incorrect. These non-
typographical errors, however, will be counted only once.
To illustrate, if directions call for double spacing the
body of the table and the student single spaces, only one
error will be counted.

Proof of achievement--speed: The following table contains
the criteria to be used in grading tabulation production
speed in the terminal test. For example, a student who
completes the table in 13 to M4 minutes will have earned

a "B" for speed.

PHASED TYPING PROGRAM

Phase 2--Terminal
Speed Standards for Table Production

Minutes Letter
Used GWPM Grade
[-12 [1+ A

13-14 10 B

15-18 7-8 o

Performance below this level does not
meet the minimum standard for
advancement to Phase 3,

19-25 5-6 0
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803:5

8.3.6

Proof of achievement--accuracy: The criteria in the
folTowing table will be used vo grade the accuracy of
tabulation production in the terminal test. To
illustrate, a student who completes the tabulation with
an accuracy of 97.0 to 97.9 percent will have earned a
¢t for accuracy, Refer to Appendix D for an “Accuracy
Percentage Table' that facilitates determination of the
accuracy grade,

PHASED TYPING PROGRAM

Phase 2--Terminal
Accuracy Standards

Percent of Letter
Accuracz Grade
99.0-100 A
98.0- 98.9 B
97.0- 97.9 C

Performance below this level does not
meet the minimum standard for
advancement to Phase 3.

96.5' 9609 D

Proof of achievement--proofreading: As noted in 8.3.2 and
8.3.3, the Phase 2 student must locate both typographical
and arrangement errars, The following table contains the
standards to be used in measuring the student's proof-
reading competency on this terminal test.

PHASED TYPING PROGRAM

Phase 2--Terminal
Proofreading Standards

Undiscovered Letter
Errors per Page Grade
0 A
| B
2 c

Performance below this level does not
meet the minimum standard for
advancement to Phase 3.

3 0
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8.4.0

GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL LETTER LAPS IN
PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE BUSINESS
LETTERS, PERSONAL BUSINESS LETTERS, AND ENVELOPES; THAT HE CAN TYPE
THE LETTERS IN EITHER BLOCK OR SEMI-BLOCK STYLE WITH MIXED
PUNCTUATION; AND THAT HE CAN DO SO WITHIN SPECIFIED SPEED LIMITS,
SPECIFIED ACCURACY LIMITS, ANO WITH ACCURATE FPROOFREADING.

8.4.1

8.“0 2

8.4.3

8.4.4

Appropriate letter material: The two letters and one
envelope will total 335 to 345 words in length. Both
letters will include a date line, salutation, body, and
complimentary closing. The business letter will also
include a three-line inside address with Zip Code, a
two-line signer's identification, and reference initials,
The personal business letter will have a four-line inside
address with Zip Code, and require the use of the student's
own return address with Zip Code and his own name for the
signer's identification. The envelope will be prepared
for the personal business letter. Test material presented
to the student will be in semi-arranged typewritten form
using margins and tabs which differ from those the student
wiltl be asked to use. All spelling and punctuation will
be given correctly.

Performance conditions: The student will be given two
25 minute opportunities to demonstrate his typing skill
in a terminal test of letter and envelope typing. If he
elects to take the test on both occasions, the student
will choose the better of the two attempts for grading.
The stud.nt may use a dictionary, a visual guide sheet
that indicates line of typing only, or pencil marks on
the typing paper as aids. He may not use reference
sources {including, but not limited to, textbooks and
LAPs), erase errors, nor seek help in proofreading. The
student must mark all errors.,

Counting and marking errors: Typographical errors will
be counted and marked according to the International
Typewriting Contest rules in Appendix . In addition,
style/arrangement errors and deviation from the test
instructions will be considered incorrect. These non-
typographical errors, however, will be counted only
once. For example, if the student sets incorrect
margins for a letter, only one error will be charged
even though both left and right margins, in fact, are
set incorrectly.

Proof of achievement--speed: The following table contains
the criteria that will -pe used in grading letter production
speed in the terminal test. To illustrate, a student who
completes the letters and envelope in 13 or 14 minutes will
have earned a "B" for speed,
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PHASED TYPING PROGRAM

Phase 2--Terminal
Speed Standards for Letter/Envelope Production

Minutes Letter
Used gﬂgﬁ Grade
1-12 31+ A

13-14 26-30 B

15-18 20-25 C

Performance below this level does not
meet the minimum standard for
advancement to Phase 3.

19-25 15-19 D

8.4.5 Proof of achievement--accuracy: The criteria in the
folTowing table will be used to grade the accuracy of
letter production in the terminal test. To illustrate,
a student who completes the letters and envelope with
an accuracy of 98.0 to 98.9 percent will have earned
a "B for accuracy. An '"Accuracy Percentage Table" in
Appendix D facilitates determination of the accuracy

grade,
;
PHASED TYPING PROGRAM
Phase 2--Terminal
Accuracy Standards
Percent of Letter
Accuracy Gradq
99.0-100 A
98.0- 98.9 B
97-0“ 97-9 C
Performance below this level does not
meet the miniv.u.. standard for
advancement to Phase 3.
96-5' 96-9 D

8.4.6 - Proof of achievement--proofreading: As noted in 8.4.2
and B.4.3, the Phase 2 student must locate both typo-
graphical and arrangement errors, The following table
contains the standards to be used in measuring the
student's proofreading competency on this terminal test.
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PHASED TYPING PROGRAM

Phase 2--Terminal
Proofreading Standards

Undiscovered Letter
Errors per Page Grade
0 A
| B
2 c

Performance below this leve! does not
meec¢ the minimum standard for
advancement to Phase 3.

3 D




PHASE 2 OF THE PHASED TYPING PROGRAM Page .7

8.5.0 GIVEN APPROPRIATE TYPING TASKS, BURING THE LAST TWO LAPS OF
PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE USES THE BASIC
TYPEWRITING TECHNIQUES IN ACCOMPLISHING THOSE TASKS.

8.5.1 Appropriate typing tasks: Any work required in the last
two LAPs will be considered an appropriate task.

8.5.2 Performance conditions: The student will be obser.ed and
rated by the teacher on the techniques enumerated in 8.5.3
below. The observation and rating will be on an unannounced
basis and will be made at least once during the time the
student is working with the last two LAPs in Phase 2.

8.5.3 Basic typing techniques: The techniques that will be
checked are (a) position at the typewriter, (b) key
stroking, (c) continuity and rhythm, (d) cairiage return,

. (e) shift-key operation, (f) space-bar action, (g :¢ fing
copy for typing, and (h) the right mind set. tach of
these techniques is explained in a "(Check Sheet for Basic
Typewriting Techniques,' found in Appendix €.

8.5.4  Proof of achicvement--basic techniques: The criteria in
the foiTowing table will be used in grading the student's
basic typing techniques during the last two LAPs in Phase
2, ihe teacner will rate the student on each of the basic
techniques using a four point scale. The average of the
ratings will constitute the extent to which the student
has met the minimum standards for Phase 2. For example,

a student with an average rating of 2.6 to 3.5 will have
earned a "B for basic techniques.

(. PHASED TYPING PROGRAM

S

Phase 2--Terminal
lechnique Standards

—-—

ﬁverage Lgtter
Rating Grade
3.6-4.0 A
2.6-3.5 8
1.,6-2.6 r,
Performance below this level doe not

tmeet the minimum standard for
advance prntl to Phase 3.
0.6-1.% 0
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8.6.0

GIVEN APPROPRIATE PARAGRAPH MATERIAL DURING THE LAST TWO LAPS IN
PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE CAN, WITH THE AID OF
A TYPEWRITER ERASER, CORRECT COMMOW TYPOGRAPHICAL ERRORS; THAT HE
CAN DO SO EVEN WHEN THE ERRORS ARE NOT DISCOVERED UNTIL AFTER THE
COPY HAS BEEN REMOVED FROM THE MACHINE; AND THAT HE CAN MAKE THESE
CORRECTIONS NEATLY WITHIN A SPECIFIED TIME PERIOD,

8.6.1

8.6.2

8.6.3

Appropricte paragraph material: The specially prepared
copy will contain two of each of the following kinds of
common typographical errors--wrong character ("“phome

typed for 'phone''); one character omitted (”opert\on“

typed for ''operation"); one character added ("apppropriate"
typed for ”appropriate”)

Performance conditions: After making an exact copy of the
material described above, and removing his ccopy from the
typewriter, the student will be given one or more four
minute opportunities to demonstrate his ability to make
neat erasures and corrections of the above type errors,
Paper and erasers will be provided by the teacher,

Proof of achievement-.erasing and correcting: The student
will have met this objective if he neatl, erases and corrects
the six errors in a period not to exceed four minutes. A
""meat!' correction is ane in which the paper is not worn
through by the erasure, other typing in the area aiound the
error is not smeared, the correct character is exactly on
the line of writing and properly filling the space it

should occupy (or portion of space, for exawple, in the case
of the corrections requiring ''squeezing'), and the :orrect
character both hides any remaining signs of the incorrect
character and has shading similar to the remainder of the
typing on the page. 1If the student is unable to weet this
minimum objective, he must engage in remedial practice

until he is able to do so.




PHASE 2 OF THE PHASED TYPING PROGRAM Page 39

9-0-0

10.0.0

DETERMINING THE FINAL GRADE IN PHASE 2: The student's final grade in

Phase 2 will be determined by averaging his Terminal Performance
Objective test yrades, his individual Learning Activity Package grades,
and his final Technique grade. In averaging, the Terminal Performance
Objective test will be given a weight of 60/, the LAP grades a weight

of 30/, and Technique a weight of 10/, Appendix F is a semple worksheet
for determining the final grade.

ADVANCEMENT TO PHASE 3: In order for the student to advance to Phase 3,
he must have demonsirated a level of performance that is represented by
an overall letter grade of 'C-'' or above.

10.1.0  EXCEPTION REQUIRING STUDENT ACTION: The student who does not
meet the minimum and who wishes to advance to Phase 3 may do so
in the following manner,

10.}.1  Consult with the teacher as to specific areas of
weakness. The teacher will determine these areas
by a detailed examination of the student's Terminal
Performance Objective tests and LAP post.tests,

10,1.2 Engage in remedial practice, recommended by the teacher,
until the student believes he can meet the minimum per-
formance criteria for his areas of weakness.

10.1.3 Demonstrate by taking the arpropriate Terminal Performance
Objective tests that he has developed the minimum level of
skill necessary for advancement to Phase 3.

10.2.0  EXCEPTION REQUIRING TEACHER ACTION: At the request of the teacher
in charge, the minimum criteria for advancement to Phase 3 may be
vaived by a comitlee of typing teachers for students who are
unable to meet this criteria as a result of mental retardatiun or
physical/emotional handicaps.



TERMINAL PERFORMANCE JOBJECTIVES
For

Phase 3 of the Phased Typing Program

1.0.0  GRADE PLACEMENT: 10, 11, 12

2.0.0 PREREQUISITES: Student must have met the minimum performance criteria
for Phases | and 2,

3.0.0 RATIONALE: The first two phases in the typing program gave major attention
to building basic typing skills. Phase 3 provides the student who is vo-
cationally-motivated an opportunity to become ''production oriented.!" To
the extent possible in a school setting, simulation of real office typing
experiences is made an integral part of the activity packages. That is,
the student is given office-style directions and is expected to produce
copy of reasonable quantity and quality in a reasonable period of time with
increased efficiency in the use of related skills, supplies, and equipment.

4.0.0 GENERAL OBJECTIVES: With the completion of all learning activities in Phase
% the student will be able to

4.1.0 Touch type complete sentences and paragraphs for a specified
period of time at or near the employment level for specd and
accuracy;

4.2,0 Produce a reasonable quantity and quality of business letters,
tables, business reports, manuscripts and forms from senf-
arranged or unarranged rough draft and/or script copy;

4.3.0 Prepare multiple copies with carbon paper, fluid duplicating
masters, and mimeograph stencils}

L.4,0 Compose simple inter-office memorandums at the typewriter:

4,5.0 Operate voice.writing machines on an acquaintanceship level}

4L.6.0 Proofread his typed work with such care as necessary to find
any errors made and identify them as ''correctable' or 'not

correctabtle;’

4,7.0 Use a typewriter eraser to make possible the correction of all
“correctable' er ors on both original and carbon copies;

L.8.0 Take reascnable care of his typewriter, organize his work
station, and exhibit a developing business-like attitude
toward his typing work,

4.9.0 Demonstrate a knowledge of personal habits normally expected
of an office worker.

[ERJ!:‘ Page 40
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5.0.0

6!0!0

INSTRUCTIONAL CONTENT: The following is an outline of the course
content designed to help the student reach the Phase 3 minimum

terminal objectives. As with the first two phases of the typing program,
no attempt is made to list Learning Activity Packages or to provide a
detailed and sequential listing of every item of instruction in the Phase
3 curriculum. A clear distinction must be made between items of learning
that will be terminally tested and those that are tested as a part of the
LAP post-tests, The latter items are not included in the outline below.
Reference to the LAPs developed for Phase 3 will provide a detailed out-
line of all content and a complete list of those 'fintermediate performance
objectives’ that are tested in the Learning Activity Package post-tests.

5,1.0 Reconstruction of typing skills developed in Phases 1 and 2
group and self-paced activities

5§.2,0 Drill to continue growth in speed and improvement in control..
group and self-paced activities

5.3.0 Manuscript and business report typing--self-paced
5.3.1 Multi-paged

5.4,0 Tabulation typing--self-paced
5.4.,1 Open, ruled, boxed, and leader styles
5.4,2 Centered on other than standarc¢ size paper

5.5.0 Business letter and envelope typing--self-paced
5.5.1  Block, Semi-Block, and Full-8lock style

5.6.1.1 Style description above are those used in
McGraw-Hill Bork Company, Gregqg Division,
typing textbooks. Corresponding South.
Western Publishing Company terms are Modified
Block, Modified 8lock with Paragraph Indentions
and Block stytles,

5.5.2 Open and mixed punctuation styles

PRE-TESTING: No pre~test will be given at the beginning of Phase 3, but
the first week that a student spends in the phase will be devoted to an
assessment of his basic typing skills. This assessment will be restricted
to the speed, accuracy, and techniques demonstrated by the student while
typing straight paragraph copy under timed conditions.

At the end of the assessment week, the student will begin the Learning
Activity Packages for Phase 3 if he meets the minimum performance criteria
for straight copy speed, accuracy, and techniques required in the previous
phase. 1he student who does not meet the minimum criteris will continue
skil) reconstruction drills until ne does reach the minimum, At that time,
he will begin Phase 3 activities.
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7.0.0

6.1.0 LAP pre-tests: Any student may elect to take the pre-test at
the beginning of a LAP if he believes that he can meet the
stated performance objectives for the LAP without completing
the LAP activities. When the student completes the self-
administered test, he will elert io

6.1.1 take the post-test for the LAP if he completed the pre-
test with a score above the minimun criteria for the
pre-test or

6.1.2 begin the activities in the LAF if his score on the pre-
test was not above the minimum or

6.1.3 begin the activities in the LAP if the pre-test score
was above the minimum criteria but stitl below the
standards the student sets for himself,

POST-TESTING: To measure whether the student has met the performance
objectives for cach LAP and for the entire phase, both end-of -LAP and
end-of .phase post-tests are wsed. The same tests also measure the
degree to which the student erccede the minimum criteria established
far these intermediate and terminal performance objectives,

7.1.0 LAP post-tests: 1he student will take a post-test as he completes
each activity package or at any point in the package that he
believes he is ready for testing. His performsnce on the post-
test will be measured against speed, accuracy, and proofreading
grading «r1teria tables established for each LAP. When the student
completes the teacher-administered post-test, he will

7.i.1) begin the next LAP if he meets the minimum standards
for the post-test or

7.1.2 if he does not meet the minimum standards, engage in
remediatl practice, recommencded by the teacher, until he
believes he can meet the minimum performance criteria
for the LAP,

7.1.3 The student witl demonstrate that he has met the criteria
for advancement to the rext LAP by successfully completing
the LAP post-test at or above the minimum specified.

7.2,0 Phase po.t-tests: This test is given in teveral parts at or neer
the end of all activities in Phase 3 to evaluate the student's
success in reaching tte Terminal Performance Objectives detailed
in 8.0.0 below. Appendix A provides an explanation of how
terminal grading criteria was established; Appendix 8 contains
samples of terminal performance tests for phase post-testing in
the Phased Typing Program,
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8.0.0

TERMINAL PERFORMANCE OBJECTIVES:  The following performance objectives

program. As was true in Phase | and 2, there are other goals within
Phase 3, and these will be reflocted in the "intermediate performance
objectives' included in each LAP leveloped for this phase.
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8.'.0

GIVEN APPROPRIATE PARAGRAPH MATERIAL, DURING THE LAST TWO LAPS IN
PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE T*AT
MATERIAL FOR A PERIOD OF FIVE MINUTES AND THAT HE CAN D0 SO WITH-
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURALY LIMITS, AND WITH
ACCURATE FROOFREADING.

8.1.1

8.1.4

Appropriate pa,agraph material: Any series of alphabetic
paragraphs with a syllabic intensity of approximately 1.5
that can be copied line for line for five minutes without
repetition may bz used.

performance conditions: On each occasion that the student
takes five minut2 timed writings for gradirg purposes
during the last two LAPs of Phase 3, he will be given two
writings on the same copy. For a timed writing to quatify
for a grade, the student's typing speed must be 31 or more
GWPM and his accuracy must be at least 97 pzrcent of GWPH.
The student may make a pencil mark on the paper to signal
the approach—E{ the end of the page. He may not erase
errors, use a dictionary, ror seek help in proofreading.
He must proofread and mark all errors and calculate his
gross words per minute (GWPM).

(ounting and marking errors: International Typewriting
Contest rules will be used to determine errors in timed
writing copy. (Many employers use these rules when
scoring typing tests administered to applicants for
positions requiring typing skills.) A copy of the rules
may be found in Appendix C.

Calculating typing speed: For grading purposes, gross
words per minute [GWPM) will be the measure of typing
speed. GWPM is determined by adding every strcke typed
(including spaces and cons’dering the entire copy as
having been typed in a continucus line), dividing the

total strokes typed by five to get total gross words

and then dividing by the length of the timed writing--i.e.,
1400 total strokes & 6 = 260 total gross words 1 § minutes
= 52 GWPM, '

B.1.l.y  Neither net words per minute (NWPM) nor correct
words per minute (CWPM) will be used for grading
purpuses in this or any other phase of the typing
program. However, students will be introduced to
NWPM and (WPM calculation so that they will be
aware of the scoring systcns used by some
employers in employment typing tests.
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8.1.5

8."6

Proof of achievement--speed: During the last two LAPs

in Phase 3, five minute straight copy timed writings wiil
be graded according to the criteria in the following
table. The student's final speed grade for this objective
will be the average of the four best speed scores out of a
minimum of five qualifying timed writings.

PHASED TYPING PROGRAM

Phase 3--Terminal
5-Minute Timed Writing Speed Standards

letter
GWPM Grade
56+ A
49.55 B
39.48 C

Jerformance below this level does not
meet the minimum standard for
advancement to Phase L,

31.38 0

Proof of achievement--accuracy: Quring the last two LAPs
of Phase 3, the accuracy of five minute straight copy
timed writings will be graded according to the criteria

in the following table. 7o illustrate, a student who
types 260 gross words and makes three errors in a five
minute timed writing will have an accuracy percertage for
that timing of 98.8 percent or & grade of "B8.," (Refer to
Appendix D for an ''Accuracy Percentage Table' that facili-
tates determination of the accuracy grade.) The student's
final accuracy grade for this objective will be the average
of the four best accuracy scores out of a minimum of five
qualifying timed writings.

PHASED TYPING PROGRAM

Phase 3..Terminal
Accuracy Standards

Percent of Letter
ACCUracz Grade
99.6.100 A
98-5' 99"4 B
97.5- 98.4 ¢

Performance below this level does nct
meet the minimum standard for
advancement to Phase b4,

97.0- 97.4 0
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8.1.7

Proof of achievement--proofreading: As noted in 8.1.2
above, the student must proofread each page of work,
mark, and count his errors, The following criteria
will be applied during the final two LAPs of rhas= 3 to
evaluate the student's development of proofreading
competence,

PHASED TYPING PROGRAM

Phase 3--Terminal
Prouvfreading Standards

Undiscovered Typographical Letter
Errors per Page Gr ade

0 A

! C

Performance below this level does not
meet the minimum standard for
advancement to Phase 4,

2 D
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8.2.0

GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL MANUSCRIPY
LAPS IN PHASE 3, THE STUDENT WILL OEMONSTRATE THAT HE CAN TYFF
A MULTI-PAGE MANUSCRIPT WITH "'BOUND'* OR ''UNBOUND' MARGINS AND
THAT HE CAN DO SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIED
ACCURACY LIMITS, AND WITH ACCURATE PROOFREADING.

8.2.1

8.2.2

8.2,2

80 20!"

Appropriate manuscript material: The copy will be
between 540 and 550 words 1n Tengtin and include a title,
sub-title, at least one minor heading per page, at least
one footnote per page, both long and short quotations, at
least two enumerated parayraphs, and page numbers. The
material presented to the student will be typed rough
draft and script copy using margins, tabs, and page
lengths which differ from those the student will be
expected to use. All spelling and punctuation will be
given correctly.

Performance conditions: The student will be given tw> 30
minute opportunities to demonstrate his typing skill in a
terminal manuscript test. If he elects to take the test

on both occasions, the student will choose the better of
the two tests for grading. The student may use a
dictionary, a visual guide sheet that indicates line of
typing only, or pencil marks on the typing paper as aids.
He may not use textbooks, Learning Activity Packages, or
any other reference, nor may he erase errors, or seek

help in proofreading. The student must identify each error
made by writing ''C'' (correctable) or "INC" (not correctable)
adjacent to the error.

Counting and marking errors:  Typographical errors will be
counted and marked according to the International Type-
writing Contest rules found in Appendix C. I addition,
style/arrangement errors and deviation from the test
instructions will be considered incorrect, These typo-
graphical errors witl be counted only oncte, however. If

a student, for example, improperly locates the page number
on toth pages two anJ three, one error is counted for not
knowing where to place the page number,

Proof of achievement--speed: The criteria in the following
tabie will be used to grade manuscript production speed in
the terminal test. For example, a student who completes

the test in 19 to 22 minutes will have earned a '"(C" for
speed.
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PHASED TYPING PROGRAM

Phase 3--Terminal
Speed Standards for Manuscript Production

Minutes Letter
Used GWPM Grade
1-16 35+ A

17-18 31-34 8

19-22 25-.30 c

Perfourmance below this level does not
meet the minimum standard for
advaricement to Phase 4.

23-30 20-24 D

8.2.5 proof of achievement--accuracy: The criteria in the
following table will be used to grade the accuracy of
manuscript production in the terminal test, To illustrate,
a student who completes the test with an accuracy of 97.5
to 98.4 percent will have earned a '"C'" for accuracy. An
Accuracy Percentage Table' that facilitates determination
of the accuracy grade may be found in Appendix D.

-

PHASED TYPING PROGRAM

Phase 3--Terminal
Accuracy Standards

Percent of Letter
-hccuracx Grade
99.5-100 A
98.5- 99.4 8
97.5‘ 98.“ C

Performance below this level does not
meet the minimum standard for
advancement to Phase U4,

97.0- 97.4 0

8.2.6 Proof of achievement--proofreading: As noted in 8.2.2
and 8.2.3. the Phase 3 student must locate typographical
and arrangement errors and must also identify each error
as "C" (correctable) or “NC'" {not cesrectable), The
latter notation indicates that the typist is aware that
in an office situation the page would have to be re-typed
because of the nature of the error,
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PHASED TYPING PROGRAM

Phase 3--Terminal
Proofreading Standards

3

Undiscovered Letter
Errors per Page Grade ™
0 A
1 B
2 C

Performance below this level does not
meet the minimum standard for
advancement to Phase b,
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8.3.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL TABULATION LAPS
IN PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN CENTER AND
TYPE A TABLE ON STANDARD OR 0O00-SIZE PAPER; THAT HE CAM TYPE IT IN
OPEN, RULED, BOXCD, OR LEADERED STYLE; AND THAT HE CAN DO SO WITH-
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING.

8.3.1 Appropriate tabulated material: The copy will be between
235 and 245 words in length and will consist of two separate
tables. One or both of the tables will include a title,
sub-title, one and two-line column headings, two to four
columns of numbers {including dollar amounts and a total
iine), and grouping of column informaticn., The material
presented to the student will be semi-arranged rough draft
and script copy using margins and tabs which differ from
those the student will be asked to use. All spelling and
punctuation will be given correctly.

8.3.2 Performance conditions: The student will be given two 30
minute opprortunities to demonstrate his typing skill in a
terminal tabulation test. If he elects to take the test
on both occasions, the student will choose the better of
the two tests for grading. The student may use a dictionary,
a visual guide sheet that indicates line of typing only, or
pencil marks on the typing paper as aids. He may iiot use
reference sources (including, but not limited to, LAPs
and textbooks), erase errors, nor seek help in proofreading.
The student must identify each error made by writing '"C"
(correctable) or ""NC'" (not correctable) adjacent to the error

8.3.3 Counting and marking errors: Typographical errors will be
counted and marked according to the International Type-
writing Convest rules found in Appendix C. In addition,
style/arrangement errors and deviations from the test
directions will be considered incorrect. These non-
typographical errors, however, will be counted only once.
For example, if the student is directed to group the column
information in three line sections and fails to do so, only
one error will be charged against him.

€.3.4  Proof of achievement--speed: The following table contains
the criteria to pe used in grading tabulation production
speed in the terminal test. To illustrate, a student who
completes the table in 17 to 18 minutes will have earned
a "B" for speed.
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PHASED TYPING PROGRAM

Phase 3--Terminal
Speed Standards for Table Production

Mingtei Letter
Tsed Gueh Grade
1-16 15+ A
17-18 13-14 B8
19-22 112 C

performance below this level does not
meet the minimum standard for
advancement tn Phase I,
23-30 3-10 D
b

8.3.5 Proof of achievement--accuracy: The criteria for grading
the accuracy of tabulaticn production in the terminal test
is presented in the table below. To illustrate, a student
who completes the tabulation problem with an accuracy of
97.5 to 98.4 percent will have earned a ''C' for accuracy.
Refer to Appendix 0 for an 'tAccuracy Percentage Table"
that facilitates determination of the accuracy grade.

PHASED TYPING PROGRAM

Phase 3--Terminal
Accuracy Standards

Percent oﬁ Letter
Accuracy Grade™
99.5-100 A
98-5' 990"‘ B
9705‘ 98-"‘ C

Performance below this level does not
meet the minimum standard for
advancement to Phase L,

97.0- 97.4 0

8.3.6 Proof of achievement--proofreading: As noted in 8.3.2
and 8.3.3, the student in Phase 3 must locate typographical
and arrangement errors and must also identify each error
as "C" (correctable) of "NC" (not correctable). The latter
notation indicates that the typist is aware that in an office

situation the page would have to be re-typed because of the
nature of the error,
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PHASED TYPING PROGRAM

Phase 3--Terminal
Proofreading Standards

Undiscovered Letter
Errors per Page Grade
0 A
1 B
2 C

Performance below this level does not
meet the minimum standard for
advancement to Phase &,

3 D
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8'“00

GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL LETTER LAPS 1IN
PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE BUSINESS
LETTERS AND ENVELOPES; THAT HE CAN ARRANGE THE LETTERS IN BLOCK,
SEMI-BLOCK, OR FULL BLOLK STYLE; THAT HE CAN USE EITHER MIXED OR
OPEN PUNCTUATION; AND THAT HE CAN TYPE THE LETTERS AND ENVELOPES
WITHIN SPECIFTED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING.

8.4.1

8.4.2

8.“03

8.“0“

Appropriate letter material: The two letters and two
envelopes will total 400 to 410 words in length. Both
letters will contain a date line, salutation, body,
complimentary closing, two-line signer's identification,

and reference intitials., One letter will also have a four-
line inside address wich Zip (ode and a subject line.

The other letter will have a three line inside address

with Zip Code, and attention line, a company signature,

and enclosure notation, Test material presented to the
student will be semi-arranged rough draft and script copy
with margins and tabs which differ from those the student
wil) be asked to use. All spelling will be given correctly,
but punctuation of letter parts other than the body wil! not
be shown. lhe student must supply an appropriante salutation
for both letters,

Per formance conditions. The student wiil be given two

20 minute opportunities to demonstrate his typing skill

in a terminal test of letter and envelope typing. If he
elects to toke the test on both occasions, the student

will choose the better of the two tests for grading.

The student may use a dicti¢nary, a visual guide sheet

that indicates line of typing only, or pencil marks on

the typing paper as aids. He may not use reference sources

Activity Packages), erase crrors, nor seek help in proof-
reading. The student must identify each error made by
writing "'C'" {(correctabTe) or "NC" (not correctable)
adjacent to the error,

Counting and marking errors:  Typographical errors will be
counted and marked according to the International Type-
writing Contest rules in Appendix C. In addition, style/
arrangement errors and deviation from the test instructions
will be considered incorrect. However, thase non-typo-
graphical errors will be counted only once. Thus, if the
student followe semi-biock style when directed to use full
block one error would be charged.

Proof of achievement--speed: The following table contains
the criteria to be used in grading speed in a terminal
letter production test. To illustrate, a student who
completes the letters and envelopes in 11 or 12 minutes
will have earned a '"'B" for speed.
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8.4.5

8.4.6

PHASED TYPING PROGRAM

Phase 3--Terminal
Speed Standards for Letter/Envelope Production

ﬂinutei Letter
Used” GWPM Grade
1-10 39+ A
11-12 34-38 B
13-15 27-33 C

Performance below this level does not
meet the minimum standard for
advancement to Phase k4,

16-20 21-26 D

Proof of achievement--accuracy: The following table contains
the criteria to be used in grading the accuracy of letter
production in the terminal test. To illustrate, a student who
completes the letters and envelopes with an accuracy of 99.5
or higher will have earned an A" for accuracy. The 'Accuracy
Percentage Table'" in Appendix D facilitates determination of
the accuracy grade.

——

PHASED TYPING PROGRAM

Phase 3--Terminal
Accuracy Standards

Eercent of Letter
Accuricy - Grade™
99.5-100 A
98,5- 99.4 B
97.5- 98.4 C

Performance below this level docs not
meet the minimum standard for
advancement to Phase 4.

97.0- 97.4 D

Proof of achievement--proofreading: As noted in 8.4.2

and ©.4.3, the student 1n Phase fgmust locate typographical
and arrangement errors and musi identify each error as ''C"
(correctabie) or '"NC' (not correctable). The latter notation
indicates that the typist is aware that in an office situation
the page would have to be re-typed because of the nature of
the error,
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PHASED TYPING PROGRAM

Phase 3--Terminal
Proofreading Standards

Undiscovered Letter
Errors per Page Grade
0 A
1 B
2 c

Performance below this level does not
meet the minimum standard for
Advancement to Phase 4.

3 D
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8.5.0

GIVEN APPROPRIATE PARAGRAPH MATERIAL, OURING THE LAST TWO LAPS

OF PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN, WITH THE AID
OF BOTH A TYPEWRITER ERASER ANO SOFT PENCIL ERASER, CORRECT COMMON
TYPOGRAPHICAL ERRORS ON AN ORIGINAL AND ON ONE CARBON COPY WHEN
THE ERRORS ARE FOUND BEFORE THE PAPER HAS BEEN REMOVED FROM THE
MACHINE AND THAT HE CAN MAKE THESE CORRECTIONS NEATLY WITHIN A
SPECIFI1ED TIME PERJIOD.

8.5.1

8.5.2

80513

Appropriate paragraph material: The specially prepared
copy will contain three wrong ‘character errors (i.e.,
"inclcdues' typed for '"includes!'), two one character

omitted errors (i.e., “1nr—mat1on” tyned for ”1nformat1on“),
and one character added error (i.e., 'dolllar" ‘yped for
"dolrar®),

Performance conditions: After making an exact ccpy of
the material described above, the student will be given
one or more four minute opportunities to demonstrate his
ability to make neat erasures and corrections of the above
types of errors on both originals and carbon copies.
Typing paper, carbon paper, and typewriter erasers will be
supplied; the student will furnish the pencil eraser.

Proof of achievement--erasing and correcting: The student
will have met this objective if he neatly erases and corrects
the six errors in a period not to exceed four minutes. A
""neat'!' correciion on both originals and carbons is one in
which the paper is not worn lhrough by the erasure, other
typing in the area around the error i3 not smeared, the
correct character is exactly on the line of typing and
properly filling the space it should occupy (or portion of
the space in the case of corrections requiring '"squeezing''),
and the correct chararter both hides any remaining sign of
the incorrect one and has shading similar to the remainder
of the typing on the page. If the student is unable to meet
this minimum objective, he must engage in remedial practice
until he is able to do so.
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9.0.0

0.0.0

DETERMINING THE FINAL GRADE IN PHASE 3: The student's final grade in

Phase 3 will be determined by averaging his Terminal Performance Objective
test grades and his individual Learning Activity Package grades. In
averaging, the terminal test will be given a weight of 60% and the

Learning Activity Packages a weight of 40%. A sample worksheet for determin-
ing the final grade may be found in Appendix F.

ADVANCEMENT TO PHASE bL: In order for the student to advance to Phase 4,

he must have demonstrated a level of nerfnrmance that is represented by
an overall letter grade of "(-" or above.

10,1.0  EXCEPTION REQUIRING STUDENT ACTICON:  The student who does rot
meet the minimum and who wishes to advance to Phase 4 may do so
by taking the following action.

10.1.1 Consult with the teacher a3 to specific areas of weakness.
fhe teacher will determine these areas by a detailed exam-
ination of the student's Terminal Performance Objective
tests and LAP post-tests.

10.1.2 Engage in remedial practice, recommended by the teacher,
until the student believes he can meet the minimum per-
formance criteria for his areas of weakness.

10.1.3 Demonstrate by taking the appropriate Terminal Performance
Objective tests that he has developed the minimum level of
skill necessary for advancement to Phase k.

10.2,0  EXCEPTION REQUIRING TEACHER ALTION: At the request of the teacher
in charge, the minimum criteria for advancement tn Phase 4 may be
waived by a committee of typing teachers for students who are unable
to meet this criteria as a result of mental retardation or physical/
emotional handicaps.




3.0.0

4,0.0

TERMINAL PERFORMANCE OBJECTIVES
For

Phase b of the Phased Typino Program

GRADE PLACEMENT: 16, 11, 12

PREREQUISITES: Student must have met the minimum peri‘ormance criteria
for Phases |, 2, and 3.

RATIONALE: A few students reach employment level skills by the end of
Phase 2; a few more can reach that level at the end of Phase 3; but the
typical vocationally-motivated student needs the final polishing of his
typing skitls that Phase 4 provides.

As with Phase 3, the student will find that simulated office typing
experiences are an integral part of the LAPs in this phase. He will

be expected to produce copy of reasonable quantity and quality in a
reasonable period of time with efficiency in the use of related skills,
supplies, and equipment.

GENERAL OBJECTIVES: With the completion of all learning activities in
the Phased Typing Program, the student will be able to

4,1.0 Touch type complete sentences and paragraphs for a specified
period of time at the employment level for speed and accuracy;

4.2,0 Produce a reasonable quantity and gquality of business letters,
tables, manuscripts, common business forms, and legal documents
from semi-arranged or unarranged rough draft and/or script copy;

%4.3.0 Prepare multiple copies with carbon paper, fluid duplicating
masters, and mimeograph stencils;

4,4,0 Compose simple business letters and interoffice memorandums at
the typewriter;

L,5.0 Operate voice-writing machines on an acquaintanceship level;

4.6,0 Proofread his typed work with such care as necessary to find any

errors made and identify them as 'correctable! or 'not correctable;!

L,7.0 Use a typewriter eraser {or typewriter correction paper) to make

possible the correction of all 'correctable" errors on both original

and carbon copies:

4.,8.0 Type simple copy from direct dictation;

L.3.0 Take reasonable care of his typewriter, organize his work station,

and exhibit a business-like attitude toward his typing work;

4,'0.0 Demonstrate a knowledge cf personal habits normally expected of an

of fice worker.
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5.0.0 INSTRUCTIONAL CONTENT: The following is an outline of the course content
designed to help the student reach the minimum terminal objectives of thi,
final phase of the Phased Typing Program. As with earlier phases, no
attempt is made to list Learning Activity Packages or to provide a detailed
and sequential listing of every item of instruction in the Phase &4 .urriculum
It is important to clearly distinguish between items of learning that will be
terminally tested and those that arn tested as a part of the LAP post-tests.
The latter items are not included in the outline of course content below.
Reference to the LAPs developed for Phase 4 wil) yrovide a detsiled cutiine
of all content and a complete list of those ""intermediate performance objeciive
that are tested in the Learning Activity Package post-tests,

§.1.0 Reconstruction of typiny skills developed in Phases !, 2, and 3--
group and self.paced activities.

5.2,0 Orill to bring speed and control to employment level--group and
seli-paced activities.

5.3.0 Manuscript and business report typing--self-.paced
§.3.1  Multi-paged
5.4,0 Tabulation typing-.self.paced
5.4.1  Open, ruled, boxed, and leader styles,
5.4.2 Centered on othet than standard size paper.,
£.4.3 In the budy of a manuscript or letter,
5.5.0 Business lctter ano envelope typing--self.paced.
5.5.1 Block, Semi-Block, Full Block, and Indented styles.

S.5. 1.1 Style descriptfons above are those used in
McGraw-Hi)1 Book fompany, Gregg Division,
typing textbooks. Corresponding South-
Western Publi. hing Company terms are Modified
Block, Modified 8lock with Paragraph ’'ndent . s,
Block, and Indented.

5.5.2 Open and mixed punctuation styles,

6.0.0 PRE-TESTING: No pre-test will be given at the beginning of Phase L, but
the first week that a student spends in the phase will be de: oted to an
assessment of his basic typing skills., This assessment will be restricted
to the speed and accuracy demonstrated by the student while typing stra“ ght
paragraph copy under timed conditions.

At the end of the assessment week, the student who meets the minimur ser.
formance criteria for straight copy speed and accuracy required in the
previous phase wil) begin the LAPs for Phase L, The student who does not
meet the minimum criteria will continue skill reconstruction drills until
he does reach the minimm. At that time, he will begin Phase & activities.
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7.0.0

6.1.0 LAP pre- tests: Any student may eilect to take the pre-test st the
beginning of a LAP if he believes that he can meet the stated per-
formance objectives for the LAP without completing the LAP activitics.
When the student completes the self-administered test, he will elect to

6.1.1 take the post-test for the LAP if he completed the pre-test
with a score above the minimum criteria for the pre-test or

6.1.2 begin the activities in the LAP if his score on the pre-test
was not above the minimum or

6.1.3 begin the activities in the LAP if the pre-test score was
above the minimum criteria but still below the standards
the student sets for himself,

POST-TESTING: To measure whether the studert has met the performance
osiect1ves for each LAP and for the eniire phase, both end-of -LAP and
end-of -phase post-tests are used. The same tests also m2asure the degree
to which the student exceeds the minimum criteria established for these
intertmediate and terminal performance cbjectives.

/.1.0 LAP post-tests: The student wjll take a post-test as he completes
each activity package or at any point in the package that he believes
he is ready fur testing. His performance on the post-test will be
measured against speed, accuracy, and proofreading greding criteria
tables established for each LAP. When the student conpletes the
teacher -administered post-test, he witl

7.1.1 begin the next LAP if he meets the minimum stondards for
the post-test or

7.1.2 if he does not meet the minimum standards, engage ‘n
remedial practice, recommended by the teacher, until he
believes he can meet the minimum performance criteria
for the LAP,

7.1.3 The student will demonstrate that he has met the criteria
for advancement to the next LAP by successfully completing
the LAP post-test at or above the minimum specified,

7.2.0 Phase post-test:  This test is given in several parts at or near the
end of all activities in Phase U4 to evaluate the student's success in
reaching the Terminai Performance Objectives detailed in 8.0.0 below.
Appendix A provides an explanation of how term'nal grading criteria
was established} Appendix B contains samples of terminal performance
tests fof phase post.testing in the Phased Typing Frogram.
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8.0.0

TERMINAL PERFORMANCE CBIECTIVES: The following performance objectives
are a precise statement of the minimum goals of this phase of the t,pirg
program. As was true in Phase 1, 2, and 3, there are other goals withi-
Phase 4, and these will be reflected in the "intermediate performance
objectives” included in cach LAP developed for this phase,
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8.1.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL, OURING THE LAST TWO LAPS IN
PHASE L, THE STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE THAT
MATERIAL FOR A PERIOD OF FIVE MINUTES AND THAT HE CAN DO SO WITH-
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PRGOFREADING,

8.1.1 Appropriate paragraph material: Any series of alphabetic
paragraphs with a syllabic intensity of approximately 1.5
that can be copied tine for line for five minutes vithout
repetition may be used.

8.1.2 performance conditionst On each occasion that the student
takes five minute timed writings for grading purposes during
the last two LAPs of Phase 4, he will be given two writings
on the same copy. For a timed writing to qualify for a
grade, the student's typing speed must be 35 or more GWPM
and his accuracy must be at least 97.5 percent of GWPM.

The student may make a pencil mark on the paper to signal
the approach of the end of the page. He may not erase
errors, use a dictiorary, nor seek help in proofreading.
He must proofread and mark all errors and calculate his
gross words per minute (GWPM).

$.1.3 Counting and marking errorsg  International Typewriting
tontest rules will be used to determine errors in timed
writing copy. (Many employers use these rules when
scoring typing tests sdministered to applicants for
positions requiring typing skills.) A copy of rules may
be found in Appendix (.

8.1.4  Calculating typing speed: For g-ading purposes, gross
words per minute H) will be the measure of typing
speed. GWPM is determined by adding every strcke typed
{including spaces and considering the entire copy as
having been typed in a continuous line), dividing the
total strokes typed by five to get total gross words
and then dividing by the length of the timed writing--i.e.,
1500 total strokes 2 5 = 300 total gross words 2 5 minutes

2 60 GWPM,

8.1.4.1 Neither net woris per minute (NWPM) nor correct
words per minute (CWPM) will be used for grading
purposes in this or any other phase of the typing
program. Howevar, students will be introduced to
NWPM and (WPM calculation so that they will be
aware of the scoring systems used by Some employers
in employment typing tests,
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8-"5

8.1.6

Proof of achievement--speed: During the last two LAPs in
Phase &, five minute straight copy timed writings will be
graded according to the criteria in the following table.
The student's final speed grade for this objective will be
the average of the four best spred scores out of a minimum
of five qualifying timed writings.

PHASED TYPING PROGRAM

Phase Y4.-Terminal
5-Minute Timed Writing Speed Standards

. TR,
— -y

Letter
GWPM Grade
60+ A
53-59 B
43.52 C

Performance below this tevel does not
meet the minimum standard for
vocational competency.

35-42 0

Proof of achievement--accuracy: During the last two LAFs
of Phase , the accuracy of five minute straight copy timed
writings will be graded according to the criteria in the
following table. To itlustrate, a student who types 300
gross words and makes three errors in a five minute timed
writing will have an accuracy percentage for that timing of
99.0 percent or a grade of "B, (Refer to Appencix 0 for
an "Accuracy Percentage Table't that facilitetes tactermination
of the accuracy grade.) The student's final accuracy grace
for this objective wiil be the average of the four best
accuracy scores out of a minimum of five qualifying timed
writings,

PHASED TYPING PROGRAN

Phase L..Terminal
Accuracy Standards

——er——d —— —
Percent of Letter
“Accurady Grade
99,6100 A
99.0- 96.5 8
98.0- 98.9 ¢

Performance below this level dazs no:
meet the minimum standard for
vocational competency,

97-5‘ 97-9 0
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8.1.7 Proof of achievement--proofreading: As noted in 8.1,2
above, the student must proofread each page of work,
mark, and count his errors. The follnwing criteria will
be appl!ied during the final two LAPs of Phase 4 to
evaluate the student's development of proofreading
conpetence,

PHASED TYPING PROGRAM

Phase L--Terminal
Proofreading Standards

ot

Undiscovered Typographical Letter
trrors per Page Grade
0 A

Performance belcew this level does not
meet the minimum standard for
vocational competency.,

| 0
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8.2.0

GIVEN APPROPRIATE MATERIAL, AFTER (OMPLETION OF ALL MANUSCRIPT
LAPS IN PHASE 4, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE
A MULTI-PAGE MANUSCRIPT WITH ''BOUND' OR ''UNBOUND' MARGINS AND
THAT HE (AN 00 SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIED
ACCURACY LIMITS, AND WITH ACCURATE PROOFREADING.

8. 2.'

8,2.2

8.2.3

8.2.4

Appropriate manuscript material:  The copy will be from
705 to 775 words in length and no include a title, sub-title,
three or more minor headings, three or more footnotes with
at least one on a short final page, both a long and a

short quotation, a short three-column table within the body,
and page numbers. The material presented to the student
will be in typed rough draft and script copy using margins,
tabs, and page lengths which differ from those the student
will be expected to use. All spelling and punctuation will
be given correctly,

Performance conditions: The student will be given two 35
minute opportunities to demonstrate his typing skill in a
terming]l test of manuscript production. |If he elects to
take the test on both occasions, the student will choose

the better of the two tests for grading., The student may
use a dictionary, 2 visual guide sheet that indicates Tine
of typing only, or percil marks on the typing paper as aids.
He may not uce reference materiats (including, but not
limited to, textbooks and Learning Activity Fackages), erase
errors, or seek help in proofreading. The ,tudent must
identify each error made by writing "('' (correctabley or
"N(*' (not correctable) adyacent to the error.

Counting and marking errors:  Typographical errors will be
counted end marked according to the International Type-
writing Contest rules in Append 'x €. In addition, style/
arrangement errors and deviation from the test instructions
will be considered incorrect, 1hese non.typographical

errcrs will, however, be counted onty once. If a ttudent,
for example, double spaced all the footnoles, only one

error would be charged for that particular mistake regardless
of the number of times it was repeated.

Proof of achievement - .speed: The following table contains
the criteria to be used in grading speed in the terminal
test of manvtcript production. To illustrate, a student
who completes the test in 20 to 22 minutes will have earned
a "B" for speed.
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PHASED TYPING PROGRAM

Phase L.-Terminal
Speed Standards for Manuscript Production

Minutes Letter
Used GWPM Grade
1-19 Lo+ A
20-22 36-39 R

23-27 29-35 ¢

Performance below this level does not
meet the minimum standard for
vocational competency.

26.36 23.28 0

8.2.5 Proof of achievement--accuracy: The criteria in the
following table will be used to grade the accuracy of
manuscript production in the terminal test. To iltustrate,
a student who completes the test with an accuracy of 98.0
to 98.9 percent will have earned a '(" for accuracy. The
"Accuracy Percentage Table' in Appendix D will facilitate
the determination of the accuracy grade.

PHASED TYPING PROGRAM

Phase L.-Terminal
Accuracy Standards

Percent of letter
Accuracz Grade
99 6-100 A
99,0. 99.5 B
98.0- 98.9 ¢

Performance below this level does not
meet the minimum standard for
vecational competency.

97.5- 97.9

b

€.2,6 Proof of achievement--proofreading:s As noted in 8,2,2
and 8.2.3, the student Tn Phase & must locate typographical
and arrangement errors and must also fdentify each error as
e (corractable) or '"WC'' (not correctable). The latter
notation inoicates that the typist is aware that in an office
situation the page would have to be re-typed because of the
nature of the e ror.
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PHASED TYPING PROGRAM

Phase L.-Terminal
Proofreading Standards

Undiscovered Letter
Errors per Page Grade
0 A
| c

Performance below this level does not
meet the minimum standard for
vocational competency.

2 1]
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8.3.0

GIVEN APPROPRIATE MATERIAL, AFTELR (OMPLETION OF ALL TABULATIGN LAPS
IN PHASE L4, THE STUDENT WILt ODFMONSTRATE THAT HE (AN CENTFR AND TYPE
A TABLE ON STANOARD OR ODD-SIZE PAPER; THAT HE (AN TYPE 171 IN OPEN,
RULED, BOXED, OR LEADFRED ST¥LLE; AND THAT HE (AN DO SG WITHIN
SPECIFIED SPEED L IMITS, SPECIFIED ACCURACY LIMITS, AND WITH ACCURATE
PROOF READING.

8.3.1 Appropriate tabulated material:  the copy will contain
between 255 and 265 words and wiltl consist of a multi.line
title and sub-title, five or more columns and column head-
ings, at least four of the columns with rumbers, anrd at
least one foolmote. 7he material precented to the student
will be semi-arranged typed rough draft and script copy
using margins and tabs which differ from those the student
will be atked 1o use. In addition, the +<tudent will be
given morc columns of 'nformation than he will be asked
to include in the table he prepares.

8.3.2 Ferformance conditions:  The student will be girven two 25
minule opportunities 10 demonstrate his typing skill in a
termiral tabulation tcst. If he elects to take the t1est
on both occasions, the student will choose the better of
the two tects fo- gradirg. The <tudent may use a dictionary,
a visual quide sheet thal indicates line of Lyping only. or
pcn('l marks on the lyn1ng paper as aids  He may not use

-

textbook<). erase errors, nor seek help in proofreadvng

The student must identity each error made by writing '("
(correctable) or *H(C'* (not correctable) adjacent 1o the

error.

8.3.3 {ounting and marking errors, lypogcaphical errere will he
counted and narked accovdang to the [nternational lypewriting
(ontest rules in Appendix (. In addition, style’arrangement
errors and deviation from the test directions will be con-
sidered ircorrect. These nmon-typographical errofrs, however,
will be counled only once. Ffor erampte if there are three
tub-title lines that <hould be typed in upper and lomer case
ard the student types all of them in upper case, only one
et ror s charged.

8.3.b  proof of achieiemenl..cpeed: The following table containe
the c1ileria to be used in gtad1ng tabulation production
tpeed in the terminal test, 1Yo illusirate, a stuwdent who
completes the table in 15 10 17 minutes will have ecarned
8 "B" for speed.
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PHASED TYPING PROGRAM

Phase L--Terminal
Speed 5Standards for Table Production

Hinutes Letter
Used” SWPM Grade
1-14 19+ A
15.17 16-18 8
18.20 1315 ¢

Performance below this level does not
meet the minimum standard for
vocational competency,

21-25 11-12 0

8.3.5 Procf of achievement--accuracy: The criteria for grading
the accuracy of tabulation production in the terminal test
is presented in the table below. 1o {llustrate, a student
who completes the tabulation problem with an accuracy of
99.0 to 99.5 percent will have earned a "B for accuracy.
Refer to Appendix D for an '"Accuracy Percentage Table"
thaot facilitates determination of the accuracy grade.

PHASED TYPING PROGRAM

Phase L..Terminal
Accuracy Standards

Percgnt of Letter
Accuracz Grade
99.6-100 A
99.0- 99.% B8
98.6- $8.9 ¢

Performance delow this level does not
meet the minimum standard for
vocational competercy.

97.5- 97.9

8.3.6 Proof of achievement--ptoofreading: As noted in 8.3.2
and 8.3.3, the student in Phase L must locate typographical
and arrangement errors and must also id.ntify each error a:
(" (correctable} or "N(" (not correctable). The latter
notation indicates that the typist s awsre that in an
office situation the page would have to be retyped becaus-
of the nature of the error.
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PHASED TYPING PROGRAM

Phase 4--Terminal
Proofreading Standards

Undi scovered Letter |
Errors per Page Grade

0 A

1 ¢

Performance below this level does not
meet the minfmum standard for
vocational competency.
2 D
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8'“.0

GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL LETTER LAPS IN
PHASE 4, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE A TWO-PAGE
BUSINESS LETTER AND ACCOMPANYING ENVELOPE; THAT HE CAN ARRANGE THE
LETTER IN BLOCK, SEMI-BLOCK, OR FULL BLOCK, STYLE; THAT HE CAN USE
EITHER MIXED OR OPEN PUNCTUATION; AND THAT HE CAN TYPE THE LETTER
AND ENVELOPE WITHIN SPECIFIED SPEED LIMITS, SPCCIFIFD ACCURACY
LIMITS, AND WITH ACCURATE PROOFREADING.

8.4.1

8.4.2

8.4.3

8.4.4

Appropriate letter material: The two-page letter and
envelope will total 490 to 500 words in length and will
include a date line, a three-lina inside address with

Zip Code, a subject or attention line, a salutation, the
body, appropriate second page heading, complimentary
closing, company signature, two line signer's identification,
and reference initials, Test material presented %o tho
student will be semi-arranged typed rough draft and script
copy with margins and tabs which differ from those the
student will be asked to use. All spelling will be given
correctly, but punctuation of letter parts other than the
body wiil not be shown. The student must supply an
appropriate salutation.

Performance conditions: The student will be given two 18
minute opportunities to demonstrate his typing skitl in a
terminal test of tetter and envelope typing., If he elects
to take the test on both occasions, the student will choose
the better of the two tests for grading. The student ma

use a dictionary, a visual guide sheet that indicates TT%é
of typing only, or pencil marks on the typing paper as aids.
He may not use reference sources (including, but not limited
to, textbooks and Learning Activity Packages), erase errors,
nor seek help in proofreading., The student must identify
each error made by writing "'C" (correctable) or "NC'" (not
correctahle) adjacent to the error,

Counting and marking errors:  Typographical errors will be
counted and marked according to the International Typewriting
Contest iules in Appendix C. In addition, style/arrangemen:
errors and deviation from the test instructions will be
considered incorrect, However, these non-typographical errors
will be counted only once, Thus, if the student follows semi-
block style when directed to use full hlock, one error would
be charged.

Proof of achievement--speed: The following table contains
the criteria to be used in grading speed in a terminat letter
production test. To illustrate, a student who completes the
letters and envelopes in 12 or 13 minutes will have earned

a "8" for speed.
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8.4.5

8.4.6

PHASED TYPING PROGRAM

Phase L4--Termina!l
Speed Standards for Letter/Envelope Production

Minutes Letter
Used ~ GWPM Grade
1.1l Lg. A

12-13 L3.-48 B

b1 35.42 C

Performance below this level does riot
meet the minimum standard for
vocational competency.

16-18 2934 D

Proof of achievement--accuracy: The following table contains
the criteria to be used in grading the accuracy of letter
production 'n the terminzl test. To illustrate, a student

who completes the letters and envelopes with an accurascy of
99.4 or nigher will have earned an A" for accuracy. The
"Accuracy Percentage Table' in Appendix D facilitates
determination of the accuracy grade.

PHASED TYPING PROGRAM

Phase 4--Terminal
Accuracy Standards

——— -

Percent of Letter
Accuracy Grade
9,.6-100 A
99.0 -99.5 B
98.0- 98.9 C

Performance below this level does not
meet the minimum standard for
vocational competency.

97.5- 97.9 0

Proof of achievement--proofreading: As noted in 8.4.2
and 8.4.3, the student in Phase &4 must locate typo-
graphical and arrangement errors and must identify each
error as """ (correctable) or "NC'" (not correctable).
The latter notation indicates that the typist is aware
that in an offize situation the page would havs to be
retyped Lecause of thte nature of the error,
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PHASED TYPING PROGRAM

Phase 4--Terminal
Proofreading Standards

Undiscovered Letter
Errors per Page Grade
0 A
| C

Performance below this level does not
meet the minimum standard for
vocational competency,

2 0
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2.0.0

10.0.0

DETERMINING THE FINAL GRADE IN PHASE 4: The student's final grade
in this Tz25t phase of the Phased Typing Program will be determined
by averaging his Terminal Performance Objective test grades and his
individual Learning Activity Package grades. In averaging, these
two segments of the final grade will be given equal weight {50%
terminal tests, 50% LAPs), A sample worksheet for determining the
final grade may be found in Appendix F.

CERTIFICATION OF TYPING PROFICIENCY: All students who complete the
Phased Typing Program and earn a final letter grade of '(C-!" or higher
in Phase L4 of this program will receive a "Certificate of Typing
Proficiency.' This certificate will describe the level of proficiency
which the student attained in this program,
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APPENDIX A

ESTABLISHING TERMINAL PERFORMANCE OBJECTIVE GRADING CRITERIA

Review of Present Standards

fach Business Education Department Head in the District was asked to
submit current grading criteria for the typing courses offered in their
departments, In addition, grading standards used in several other high
schoo) districts ind standards recommended by typing textbook authors
were examined. Close inspection revealed that the grading standards
differed substantially from one another.

Check of Employer Expectations

A review of the literature and of employer tests indicated that the
minimum performance expected of the prospective office occupations employee
ranged from approximately LO gross words per minute to approximately 60 gross
words per minute.

Choice of Method of Evaluation

There are many scoring methods used to evaluate typing performance. The
IGross Words Per Minute/Percent of Accuracy' method provides more information
regarding actual student performence than any of the others and was, *here-
fore, chosen for the Phased Typing Program. S. J. Wanous describes this
approach:

In this method of measuring basic skill, two scores are
reported. One represents the gross rate a minute; the other,
the percentage of accuracy made on the writing., The total
errors made are deducted from the total words typed, and the
difference is divided by the total word count., This method
has the advantages of the GWA! ‘errors method. In additicn,
it has the advantage of relating the accuracy score to the
rate instead of merely to the time interval of the test. A
student typing 80 words a minute, for example, can make twice
as many errors as one typing 40 words a minute and still
achieve the same percentage of accuracy.

The teachers favoring this method say that a report of
the number of errors made in a writing is meaningless unless
it is related to the rate. The percentage-of-accuracy method
provides this information. . . .

[The] GWAM/percent of accuracy [method] involve[s] the
reporting of speed scores and accuracy scores separately, a
procedure that provides accurate information about the im-
provement of these two skill elements that have been shown to
operate almost independently. (7:85, 90)




APPENDIX A {continued)

Evaluating Straight Copy Work. The development of separate speed and
accuracy criteria for all facets of the Phased Typing Program began when the
method of evaluation was selected. Criteria for straight copy 5-minute timed
writings was established first. The standards for all other work at the
typewriter are based on the straight copy performance of the student.

The terminal 5-minute timed writing speed standards for each phase were
set to approximate the average of all the speed standards that were reviewed,
The terminal accuracy standards for Phase | were based upon the experience of
several District teachers and the standards suggested by the authors of one
of the typing textbooks (3:43).

Because student accuracy, as well as speed, can be expected to improve
with additional practice, the accuracy standards were ''tightened" for each
succeeding phase. The table below illustrates the tightening of both speed
and accuracy standards for 5-minute timed writings.

Maximum Errors for a

Gross Speed Accuracy Grade of

Student Words GWPM Grade HAl nen
Phase | Student 225 Ls A 3 9
Phase 2 Student 225 45 B 2 6
Phase 3 Student 225 45 C 1 5
Phase 4 Student 225 Ls C- 0 L

The generally accepted practice within the District--and in many other
schools as well--has been to give speed and accuracy equal weight. This
practice has been continued in the Phased Typing Program. In all four phases,
the Terminal Performance Objective test grade is determined by averaging speed
(k5%), accuracy (L45%), and proofreading (10%). Proofreading is weighted this
heavily because of the importance of this skill to the typist.

Evaluating Production Work. As the basic goal of a learner is to type
reasonably accurate copy at a useful rate of speed, it was decided that the
most meaningful evaluation of student production of the major kinds of typed
work (manuscripts, tabtes, and letters) should be a separate evaluation of
speed, accuracy, an.' proofreading. (Proofreading is included because no
level of speed nor degree of accuracy--short of perfection--is sufficient
if the typist cannot locate errors so that he can correct them.)

Writing ir Practices and Preferences in Teaching Typewriting, Lawrence
Erickson cites a dissertation by Thaddeus H, Penar that studied the relation-
ship between straight-copy typing speed and the speed with which students
could complete typical production problems. The percent of transfer of skill
was found to depend to a considerable degree on the student's straight copy
speed and on the length of time that the student had been in the typing
program. (7:97) The percent of transfer rates reported in the Penar study




APPENDIX A (continued)

were applied to the straight copy timed writing criteria to establish the
speed standards for the manuscript, table, and letter Terminal Performance
Objectives,

While no empirical data is available to substantiate the decision, it wa:
decided that the added time given the student for completion of production
problems would permit the use of the same accuracy standards as for the five
minute timed writings.

Evaluating Proofreading. The proofreading grading standards are based
upon the professional judgment of several District teachers. The same grading
procedure will be used on Learning Activity Package work so that the student
will fully understand the way to carefully proofread and the importance of
doing so, Sufficient instruction and practice prior to the terminal tests
will be provided so that all students can reasonably be expected to meet the
Terminal Performance Objective.

Evaluating Typing Techniques. A direct visual observation of the student
at work by a trained typing teacher is used as a basis for the grading of
typing technique. It must be recognized that application of good or poor
typing technique by a student will inevitably affect his speed and accuracy
grade in any given typing task. However, as a means of stressing that proper
typing technique is essential in order for a student to develop a high degree
of typing skill, it was decided that typing technique should be graded
separately from speed and accuracy grades. Grading for typing technique
should be done only through Phase 2. If the student has not developed ac-
ceptable typing techniques by the time he enters Phase 3, it is unlikely
that he will be able to meet the minimum standards set for speed and accuracy
in the advanced phases.

Evaluating tr-sing., In a study by Irol W. Balsley (7:93), the time
nceded to make erasures at various levels of typing skill development was
determined. The reccamendations from this study were used as the basis for
establishing erasing standards and for constructing terminal erasing tests.

Determining Final Phase Grades

As noted in 9.0.0 of each phase, the final report card grade for a
student is determined by averaging two or three factors. In Phases 1| and
2 Terminal Performance Objective tests are given a greater weight tiian
daily work {Learning Activity Packages). These phases are primarily
concerned with initial development of skill at the typewriter. Therefore, most
weight in determining the final grade is devoted to evaluation of !'what the
student can do'" at the end of these Phases. A small portion of the total grade
is determined by evaluation of the student's basic typing technique as detailed
above.

In Phases 3 and 4 most of the basic typing skill has been gained and the
student turns his attention to production of useful quantities of office style
work. For this reason, Learning Activity Package achievement is given 40
percent weight in Phase 3 and a full 50 percent in Phase 4,
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Appendix B

SUGGESTIONS FOR ADMINISTERING TERMINAL PERFORMANCE OBJECTIVE TESTS

Experimental use of tests similar to those included for Phases ]| and 2
during the spring semester of 1968 suggests that the following general pro-
cedure is appropriate for administering the Terminal Performance Objective
tests in any typing class.

1. Post copies of the General Directions for Terminal Performance
Objective Testing in the typing classrooms at least a full week before ad-
ministering the first test in the series. Better yet, post them at the
beginning of the school year and issue a copy to each student early in the
year. Tell the students to read and become familiar with the General
Directions.

2. A few days in advance of the first day of terminal testing, remind
students to read the General Directions so that they will not have to use
the valuable five minutes of preparation time reading them,

3. Issue the appropriate test packet to the student five minutes prior
to the time you wish to start timing the test. Supply sufficient cotored
paper (or letterhead paper for business letter tests) and envelopes.

4, Clip a standard overhead projector transparency over a copy of your
seating chart and have a transparency pen or pencil available. After you
begin the test period, watch the class for sign of the first student finished.
(As noted in the General Direciions, the student is to hold his completed
test papers in the air so that you can see them.) As each student finishes,
check the time clock for the amount of time he used and mark tha: time
directly over his name on the seating chart. This time notation can later
be transferred directly to his test paper and converted to a letter grade
using the speed standards for that test.

5. At your discretion, either have each student bring his completed
test to the teacher's desk just as soon as he finishes proofreading or have
him leave the papers on his own desk and go on to other work.

6. Conserve the tests. While it is recommended that the student be
allowed to mark cn his copy of the test, he should not be allowed to keep
the test instructions, the test itself, or even his own typed work. Every
student should receive a report of his grades on each test taken, but the
test papers should not be returned. A student who wishas to see his paper
should be permitted to examine it with the teacher. All tests should be
kept for a student as long as he is enrolled in the typing program.




GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING
in the
PHASED TYPING PROGRAM
of the
SAN MATEO UNION HIGH SCHOOL DISTRICT

Time for Reading -You will have five minutes to read the specific instructions
Directions for each terminal performance objective test. You shouid
- plan to use as much of that five minutes as possible for
making machine adjustment calculations and examining the
test copy. However, you may not touch your typewriter fo-
any reason before the actual test period begins.

Reference Mate-  -You may use either your own dictionary or a cliassroom copy.
rials and Typing {However, unlike your own copy, the classroom copies may not
Aids be taken to and kept at your desk during the test.) A '"line-

of-typing'! visual guide may be used as may pencil marks on
both the test copy and your test papers. You may not ask for
help either from a fellow student or from your teacher &nd
may not refer to any notes or other reference materials.

Corrections -Because the terminal performance objective grading standards
atlow for a certain percentage of error, you are not to erase,
Type as accurately as you can and still finish within the
time aliowed,

Length of Test -The exact number of minutes allowed for each terminal perform
Period ance objective test is given in the specific directions that

accompany each test. In every case, as soon as you complete
*he typing (and before you begin to proofread), remove the
test paper from your machine and hold it in the air so that
your teacher can note the amount of time you used to complete
the test. This step is very important because part of your
grade is based upon the speed of your work.

Proofreading -After you have completed the test (and have indicated that
fact to your teacher in the manner explained above), proof-
read and circle all typing errors and mark arrangement errors.
You may not ask anyone to help you proofread because ycur
proofreading skill will be evaluated in addition to the
evaluation of the speed and accuracy of your typing.

PHASES 3 and & ONLY: In addition to circling errors, you
must also mark each error as '"correctable' or 'not correct-
able.'" If you mark ''C,'" you will be indicating that you
believe that the error could be neatly corrected. On the
other hand, if you mark 'NC,'" you will be indicating that
the error is of such a type that it could not be neatly
corrected and that the page of work would have to be done
over to make it acceptable in a typical office.

Page 1 of 2




GENERAL DIRECTYICNS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING Page 2 of 2

Supplies -You will be provided one sheet of paper for each part of the
test. The back side of that sheet 1ay be used if you find
that you must start over, but no adcitional paper will bc
supplied. The test must be typed on the paper supplied by
the teacher; no other will be accepted.

Scoring -Grading standards have been established to evaluate your work
on each test in three ways--speed of typing, accuracy of tyg-
ing, and skill in proofreading. Three separate grades will
be recorded for each terminal test you take. When you have
completed the series of tests, the speed grades will be
averaged, as will the accuracy and proofreading grades.

These average grades will themselves be averaged as foliows:
speed--45%, accuracy--45%, proofreading, 10%. When combined,
the result will be a letter grade that accurately reflects
the degree to which you were able to meet the terminal per-
formance objectives of the phase of the typing program you
are in at this time,




Student's Name: Date:

e — e o . - s i . o

o

Termine! Performance Objective B.Z. |

Phase 1| of the Phased lyping Program
Post-Test on Manuscripts--form A

San Mateo Unior High School District

—

rirsl'-( IF YOL HAVE NOT ALREADY DONE SO. READ THE
———=— (GENERAL DIRLCTIONS FOR TE{RMINAL PERFORMANCE OBJUECTIVE TESTING.

DIRLCYIONS FOR THIS TEST--

1ime -b40 minutes is the maximum time allowed for the typing.
Ob!oiii\e -Type a one-page manu.cript (200+words) with by-line, minor

headirg, and foutnote.

Arranging the -When calculating machine adjustiments and when typing the
Manuscript manuscript, keep the following points in mind:

Nore of the margins (side, top, bLottom) on the test copy are
correct. When you determire the correct ores, assume that
the copy is to be ""unbound *

The paragraphs need to be indented the normal number of
spaces

The tit'e and by lire necd to be centered.
Proper spacing above the minor heading is nceded:
Be careful not to type the footrote too far up from the

bottom of the page.

Reminder SWHILE YOU MAY EXAMINE THE TEST COFY AND CALCULATE MARGIN
- ANO TAB SETTINGS DURING THE Five MINUTES PRIOR TO STARTING
THE TEST. YOU MAY NOT TOUCH YQUR TYPEWRITER FOR ANY REASON
UNTILU ThE GO MTRUYE TEST FLRI0OD BEGING.




Terminal Performance Objective 8.2.0 (Phase i)
Post-Test on Manuscripts--Form A

Title THE CORPORATE FORM OF BUSINESS ORGAMIZATICN
BZ-line Your own name

q¥'ln order to opurate successfully, every business must have a
form of organization. Before 1860 the most ccmmon forms of
business organization were the partnership, owned by (wo or
more individuals, and the propriatorship, in which one indi-
vidual owned the entire concern. 8ut a partnership or a
proprietorship was generally unable to raise the huge sums
needed to finance la-ge-scale business. Few men had enough
money to build a railroad or a steel mill. A form of business
organization was needed in which the sma'l savings of many in-
vestors could be combined to provide the nece :ary funds. The
corporation, already well established by 1860 in the cotton-mil,
and railroad indusiries, proved ideal,

Minor Heading WHAT 1S # (ORPORATION?

¢P A corpe-ation is an organization of persons formed with permis-
sion of the state and authorized to act as an individual,

! tach c¢wner's

ordinarity, in carrying on a business enterprise,
liability for loss is limited to the amount of money each

invested in the stock issued by the corporation,

Footnote q¥ 1. Kennard €. Goodwman and C. Lowell MHarris, Economics, (Boston.
Ginn and Company, 1963). p. $18.




TEACHER'S KEY: Post-Test on Manuscripts--fForm A

Terminal Performancg*ggigglllgungig‘ [E;Fi?mi]

stiokes
THE CCRPORATE #0RM OF BOUSINTSS ORGANITZATION L
By Student's Hame 65
In order 12 operate successfully., every busiress must have a form 1314
of organization., Beforc 1860 the must commecn forms of business organiza- 205
tion were the partnership, wvned by two or more individuals, and the 274
proprictorship, in which one individuel owned the entire concern, But 346
a partrership or a proprietorship was gencralsy unab'e t> raise the bhuge g
suns needed to finance large-ccale business, Cav men had enduah money L89
to build a railroad or a steel miil., A form of busin2es organization 5569
was needed in which the small savings of many 1mestors could be combiied 633
to provide tire accessary funds. The corporation, already well estab- 703
Fished hy 1860 in the catton-mill and railvoad industries, proved ideal. 776
WHAT 1S A (ORPORATION? 799
A corporation is an organizetion of persons formed with pernission 866
of the state and authorized to act as an individual, ordinarily, in 934
carry'ng on a business enterprisc.' tach owner's liability for loss is 1005
limited to the amount of muhey each imested in the stock issued by the 1077
corporation, 1090
tg
v, Xennard £. Gocdman and (. Lawell Marris, tconomics, (Boston: 1190
Ginn and Company, 1963), p. §18. - " 1223

[TYII"; T = Gross Words: 2us




Student's Name: Date:

Phase | of the Phased Typing Program Terminal Performance Objective 8.3.b |
San Mateo Union High Schoo! District Post-Test on Tabulation--form A

First.. | IF YOU I'AVE NOT ALREADY DONE SO. READ THE
Z1T22"(GENERAL DiRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING

DIRECTIONS FOR THIS TEST--

Time -40 minutes 's the maximum time allowed for the typing.
Objective -Type a "nurt (75+ words) table centered vertically and hori-

zontally on a standard sheet of typing paper,

Arranging the -When calculating machine adjustments and when typing the table,
Table keep the following points in mind:

Nore of the marqins (side, top, bottom) on the te:t copy are
correct. When you determine Lhe correcl ones, you siiculd
plan for side margins that are equal and for top and bottom
margins that are equa!.

vou should allow eight (8) spaces between the cotutns., ress
than that has been used in the preparation of the test copy.

The titfe should be '"spread centereu' as indicated un the
test copvy.

Be sure to follow the additiona) handwrrtten directions on
the test copy itself,

feminder “WHILE YOU MAY EYAMINE THE TEST (OPY AND CALCULATE MARGIN AND
TAB SETTINGS QURING THE FIVE MINUTES PRIOR 10 STARTING TME
TEST. YOU MAY NOT TOW(H YOUR TYPEWRITER FOR ANY REASON UNTIL
THE LO MINUTE TEST PERIGD BEGINS.




Terminal Performance Objecfive B8.3.0 | | Phase 1|
Post-Test on Tabluation--Form A

Title SOME NONFICTION BE ST SELLERS
Sub-title Source: Fubiishers' Weekly 19614-1965-“)4,,%,1,
Column Heads &H‘/éfv &-Title €~ Author &--Publisher
(M)' Shadow Ran Fast 8ill Sands Prenticc-ilall
OMI/ The Kennedy Wit Bi'l Adler, editor (itade! Pbrass
¢ < iz Paris Burning? tarry Collings Simon & Schuster
66)0/6 i A Moveable Feast Ernest Yemingway Scribner's Sons
\The frunding Father Richard J. Whalen Wortd Publtishing

(ot Vol




CTEACRERTS KFY: Post-Test on Jabulatinon--form A [Phase 17
L. ______Terminal Performance Objective 8.3.0 . o

SOME NONF I OTJION BEST SELLERS 56

Sou- e:  Fublizhers Weekly 19641953 9k

Title Authar fublisher 14o

My Shadow Ran fact il Sards Prentice -bal! 184
The Kennedy Vit Bili Adler, cditor (itades Press 233
Is Paris Burning? Latcy Collings Simon & Schuster 283
A Moveable Feast trrest Hemingway Scribner's Sons 335
The Founding father Richard 1 Whalen Worid Publishing | 388

388 + § = Gross Words: kzg




Student's Name: Date:

Phase | of the Phased Typing Program [ Terminal Performance Objective 8.4.0
San Mateo Union High Schoo! District Post-Test on Business Letter--Form A

IF YOU HAVE NOT ALREADY DONE SO, READ TME

irst.-l
First (GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING.

DIRECTIONS FOR THIS TEST--

Time -20 minutes is the maximum time alliowed for the typing.
Objective -Type an average length (100-200 words in the body) business

letter in block style with mixed punctuation.

Arranging the -When calcutating mackine adjustments and when typing the
Letter tetter, keep the follming points in mind:

None of the margins (side, vop, bottom) on the test copy are
correct, When you determine the correct placement of the
lettc, and each letter part, do so for an 'average' tength
‘e tter.

Check the classroom celendar for the current dalte.

Be sure to follow BLOCK st,le when arranging each letter
part on the paper.

Be sure to use MIXED punctuation in the appropriate letter
parts.

'nclude reference initials f it is appropriate to do so

in a busiress letter. As an aid in deciding whether it is
appropriate, pretend that you are working as a typist in
the of fice of the man whose name appears on the signer's
identification line of the letter, He has asked you to
type this letter and to bring it to him for him to sign and
mail,

Be sure to follow the udditional handwritten directions on
the test copy itseif,

Reminder “WATLE YOU MAY EXAMINE THE TEST COPY AND CALCUWLATE MARGIN mNO

_— TAB SETTINGS DURING THE FIVE MINUTES PRIOR 10 STARTING THE
TEST, YOU MAY KOT TOUCH YOUR TYPEWRITER FOR ANY REASON UNTIL
THE 20 HINUTE TEST PERION SEGINS.




nst-Test on Business Letters--Form

leerminal Performance Objective B.lf.—o'_—l [Phase 1]
P

Date, [r-ide Current Date//Mr. Howard M. Langley/H & L Appliance Sales/
Address ™ 961 Deep Valley Drive/San Bruno, CA.  94066//

Salutation Dear Mr. Langley://

Body 7?‘15 your presenl repair service helping you keep the

customers you have gained during the recent rush of
color television selling? If it is not, consider the
precision, highly experienced service that we can
provide. JF A great many people will be happy to learn
that our large force of expert servicemen are on 24
hour call and prepared to do the job right the first
time. Our work is guaranteed by the reputation that
we have earned for quality service.

ﬁaplease give me a call soon so that | might crop by
to explain our service to you in greater detail.

Complimentary Sincerely yours,//Thomas 0. Fowell/Service Manager//
L S A

(losing.

Signer's

Tdentificaiion

Reference ??2?
initials

et il s g




TEACHER'S KEY: Post-lest on Business Letters--form A Phese 1

Terminal Performance QObjective 8.4,0

Current Date

Mr. Howard M. Langley
H& L Appliance Sales
96! Ocep Velley Drive
San Bruno, CA.  9LD6K

Dear Mr. tangley:

is your present repair service helping you keep the customers
you have gained during the recent rush of color tetevision
selling? 1f it is not, consider the precision, highly eaperi-
enced service that we can provide,

A great many people will be happ, to learn that our large force
of eXpert servicenen are on 24 hour cal! and prepared to do the
job right the first time. Our work is guaranteed by the reputa-

A e e,

tion that we have earned for quatily service,

Please give me a call soon so that | might drop by to explain
our service to you in greater detail.

Sincere! ours,
Yy

Thomas 0. Powell
Service Manager

typ

{736+ § = Gross Words:

ADAPTED FROM: J0th Century Typewriting, 7th ed.,
South.Western Publishing Company

Strokes

18

40

84
107

126

187
246
309
34l

Lo8§
)2
537
583

645
683

700

77
733

136

e,

148



Student's Name: Qate:

Phase 1 of the Phased Typing Program Terminal Performance Objective 8.5 0
Post-Test on Personal Business

San Mateo Union High School District Letter with Envelope- Form A

First-.( 1F YOU HAVE NOT ALREANY DONE SO, READ THE

=== (GENERAL ODIRECTIONS FOR TERMINAL PLRFORMANCE OBJUECTIVE TESTING,

DIRECTIONS FOKR THIS TEST--

Time -20 minute is the maximum time altowed for the typing.
Objective -Type an average length personal business letter in block

style with mixed punctuation and prepare a smnall envelope
in which that letter could be mailed.

Arranging the -When calculating machine adjustments and when typing the
Letter ietter, keep the followwing points in mind:

None of the margins {(side, Lop. bottom) on the test copy are
correct, When you determine the correct placement of the
letter and each letter part, do so for an "average" length
letter.

Be sure to follow BLO(K style when arranging each letter
part on the paper.

Be sure to use MIXED punctuation in the appropriate letter
parts.

Assume that you are typing this letter for yourse!f today and
that you will sign it vhen it is finished and ready for
mailing. Supply any essential heading information that

this assumption makes recessary. Include reference initials
if it is appropriate to do so when typing a letter for
yourself,

Be sure to foliow the additional handwritten directions on
the test copy ivself.

Envelope -Be sure you include all of the usual items ¢y the envelope.
Reminder SWHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN AND

TAB SETTINGS OURING THE FIVE MINUTES PRIOR TO STARTING THE
TEST, YOU MAY NOT TOUCH YOUR TYPEWRITER fOR ANY REASON UNTIL
THE 20 MINUTE TEST PERIOD FEGINS.




Terminal Performance Objective 8.5.0 [Phase T}
Post-Test on Personal Business lLetter

with Envelope--Form A

fssential 177

Heaaing 222

Inf_rmation 22

Inside Address Reservations Manager/Sheraton Hotel/Houston, Texas 77000//
Satutatiu~ Dear Sir://

Body ﬂpPlease reserve 2ne two-bed roon with bath for the week of

August 16 through 23 for me and my friend.

ﬁZHy friend and | will be fiying from San francisco on Delta
Airlines' Flight 293 and hope to arrive in the city by 5:00
p.7. on the evening of August 16, gﬁrlf you have any materials
describing special events occurring during the week of our
stay. | would appreciate your sending them to me.

%7?|oasc tet me know the charge for the room and whether a
deposit is required.

(omplimentary Yours leuly,//?1
Elosinq.
Signer's

- X g i

——— s et

B

Reference ??
DA,
Inmitials

Envelope ~?se the emelope size paper to prepare an envelope for this
etter,




TEACHER'S KEY: Poci-iest on Personal Business Letter with Lrvelope {Phase 1!
Termina! Performance Objective 8.5.0

Stroke
Student's Strecet Address ) 48

City, State Zip (ode )
Current Date 66
Reservation Manager 87
Sheraton Hotel 102
Houston, lexas 77000 125
Dear Sir: 135
Please reserve one two-bed room with bath for the 185
week of Auqust 16 theough 23 for me and my friend. 237
My friend and | will be flying from San francisco on 290
Delta Airlines' Flight 293 and hope to arrive in the 343
¢ty by 6:00 p.m. on the evening of August 16, 390
If you have any materials describing special events L2
occurring during the week of our stay, | would appreci- L98
ate your sending them to me. 627
Flease let me know the charge for the roon and whethe: 562
a deposit is required. 585
rours truly, 598
Student's Name .l 615

‘Kad Strokes from tmelope: 125
Total Strokes: 740

740 ¢ & = Gross Words: 148




Student's Name: Date:

Phase 2 of the Phased Typing Program Terminal! Perforuwance Objective 8.2.0
San Mateo Union High School District Post-Test on Manuscripts--Form A
Firep.. ! 1F yOu HAVE NOT ALREADY DONE SO, READ THE

——=--" (GFENERAIL DIReCTIONS FOR 'ERMINAL PERFORMANCE 0BJECTIVE TESTING.

DIRECTIONS FOR THIS TEST--

Time -30 minutes is che maximum time allowed for the typing.

-Type a twu-page manuscript (300+ words) that contains both
long and short quotations, minor headings, and footnotes.

Arranging the -Wner cslcutating machine adjustments and when typing the
Manuscript manuscraipt, keep the following points in mind:

None of the maroins (side, top, bottom) on the test copy are
correct, When you set the side margins, assume that the
copy 1s to be “bound.!

Use normal paragrapbs indentions,

Be careful to properly position each of the manuscript
elements (the title, the long quotation, the minor headings,
the footnctes).

Be sure that you make the changes or corrections that are
written on the rough draft test copy.

Reminder -WHILE YOU MAY EXAMINE THE TEST COF - AND CALCULATE MARGIN

I AND TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTING
THE TEST, YOU MAY NOT 1OUCH YOUR TYPEWRITER FOR ANY REASON
UNTIL THE 30 MINUVE TEST PERIOD BEGINS.




[ Terminal Performance Objective 8,2.0 |~F.‘h:;=_ 2”'1.
Post-Jest on ManUS(‘ri_EEE—-FOrm A

THE DICT]IONARY
The dictionary is one of the most popular and most useful of all
¢
reference books. It should be one of the first worky of referer 2 with
Becomy @ olid, .
which We e~ + #, and the fast ore with which we should dispense.
Auccids . L i ) :
TheAgeﬂd- student acquires the dictionary habit very early in his school
7% 44X . :
A{(‘ﬁe@r The dictionary is equally important for the typist, for the

A L T T e R A ko

T mImmmmioooy, . . o
Csecretaﬁ) or for the stenographe) in the business office., Williams
\\_-:'\. . /" s o e n

and Ball emphasize this by making the following statement:
ﬂ'/ i A successful businessman told me recently that he had two
w _

secrctaries, a good one and a poor cne. The difference was that

AHI5 10
boOfﬂgﬂb\/ the good one used the dictionary freely; the poor one seemed
e 7
6012 to have an aversion to it, )

q?'The popularity of the dictionar%&hews that many people reccfb}ize the
importance of the dictionary as a reference source and (ﬂgd; a recent

survey indicated that the number of dictionaries in the United States

L i
57&? /is'-;;obably 2nd/only to the number of Bibles. And they range from

To—
ol

— o
pccket sicents LOW% Tmabridged at 5/7{

THE PURPOSE OF THE DICTIONARY ——>

(rabbe states that the chief purpose of the dictionary "is to

e
give theﬁronunciatim\spellirysynonyms, and meanings of words.'"? He

hl Y —y

———— ar s—— ———

//\/5"5

/,-/5 I'. Cecil B. Williams and John Ball, Effective Business Writing,
p e

£ 0155 New York: The Ronald Press Company, 1953), page 159,

@2. Ernest Crabbe, et.al., GCne_r_al Business, 7th tdition,

(Cincinnati: South-Western Publishing Co., 1956), Page 487,
Pa




Jerminal Performance Objective 8.2.0 ' [Phase 2]
Pust-Test on Manuscripts--Form A {continued)

Foge 2

» 13 . - . - 1]
indicates that the dictionary gemti contains much other usefut infcrma-
.

tion for reference §§P80ing abie to use the dictionary efficiently
means that a student or typist is much better prepared for many of his

daily tasks than he wou!d otherwise be. One word from the book itself

sums it all up: essential,

O

ERIC

Aruitoxt provided by Eic:



lerminal Performnace CObjective 8.2 0

—— s e .+ e o St T i e A e A B B o A i % e et A - e e e o e 8 e et e

[fﬁfﬁfﬁ*ﬁe‘??“aagrtfszt"‘ 'o';‘ms;;azsrraz:?trsr;“rx"“] [Prase 2]

| Strokes
THE DI(T]ONARY Vb
The dictionary 1s ane of Lthe most popular and most useful of all 79
reference books. Il should be »ne of the first works of reference with 151
which we become acquainted, and the Iast one with which we should dis 222
pense., Tlhe successful studcent acquires the dictionary habit early in his 296
school life. The dictiomary is equally 1mportant for the typist, for the 370
stenog.apher, or for the secretary ia the business offijce. Williams and Ly3
Bat) emphasize this facl by making the following statement: 503
A successful bucines<man told me recently that he had two 561t
secretarres, a good one and a poor one.  The difference was 621
that the gnod one used the dicticonary freely; the goor one 680
seemed to have an a.e-sion 1o 1t ! 715
The poputarity of tne dictionary indicates that most persons recog 783
nize the importance of the dictionary es a valuable reference source and 856
aid. A recent survey indicated that the number of dictionaries 1n the 927
United States is probably second only to the number of Bibles. And they 1000
range from pocket siZze at ten cents to mammoth unabridged at $175. 1067
THE PURPOSE OF THE DICTIONARY 2
(Crabbe states that the chief purpose of the dictionary "is to give 1179
the spelling, pronunciation, synonyms, and meanings of words.'I2 He ; 1247
e e | 1772
P. Cecil B. Williams and John Ball, Effective Business Writing, 136t
(New York: The Ronald Press (ompany, 1953}, page 159, 1419
2, [rnest Crabbe. et al., General Business. Seventh Edition, 1503
(Cincinnati: South-Western Publishing Co., 1958), page 487. 16560




| TEACHER'S KEY: Post-Test on Manuscripts--form A (continued) ] I Phase 2 |
Stroke
Page 2 7
indicates that the dictionary contains much other useful inforration for 80
reference. 9l
Being able to use the dictionary efficiently means that a student or 160
typist is much better prepared for many of his daily tasks than he would 233
otherwise be. Ore word from the book itself sums it all up: essential. 306

Add Strokes from Page I: 1564

Total! Strokes: 1870

~
£

1870 ¢+ § = Gross Words: 4

|

ADAPTED FROM: 20th Century Typewriting, 7th ed.,
South-Western Publishing Company




Student's Name: Date:

Phase 2 of the Phased Typing Program Terminal Performance Objective 8.3.C
San Mateo Union High School District Post-Test on Tabulation--Form A
First-.( IF YOU HAVE NOT ALREADY DONE SO, READ THE

{GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING.

DIRECTIONS FOR THLS TEST--

Time -25 minutes is the maximum time allowed for the typing.
Objective -Type a four column {120+ words) table centered vertically
and horizontally in open style on a standard sheet of typing
paper.
Arranging the -When calculating machine adjustments and when typing the table,
Table keep the fol!lowing poirts in mind:

None of the margins (sid>, top, bottom) on the test copy are
correct. When you determine the correct ones, you should
plan for side marjins that are equal and for top and bottom
margins that are equal.

You should allow six {6) spaces between the columns. Less
than that has been used in the preparaticn of the test copy.

The title and sub-title should be centered above the table.
The column headings should be centered above their columns,
Be sure to follow the additional handwritten directions on

the test copy itself,

Reminder -WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN AND
TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTING THE
TEST. YOU MAr NOT TOUCH YOUR TYPEWRITER FOR ANY REASON UNTIL
THE 25 MINUTE TEST PER1OD BEGINS.




Terminal Performance Objective 8,3.0
Post-Test on Tabulation--Form A

DATES AND ORDER OF AOMISSION OF STATES

Selected States 1787-1959

Staig
Alaska
Arizona

California

0‘,5b£ Delaware
5?/’66 Hawai i
{Hg M5 Iilinois

COV Towa
Massachusetts

New Jersey

North Carolina

Source of State Lands

Purchased from Russia
Ceded by Mexico

Ceded by Mexico

Swedish charter

Annexed

Northwest Territory
Louisiana Purchase
Charter to Mass. Bay Co.
Dutch settlement

Charter from Charles 11

lPhase 2!

Date Admitted

Januvary 3, 1959
February 14, 1912
September 9, 1850
Oecember 7, 1787
August 21, 1959
December 3, 1818
December 28, 1846
February 6, 1788
December 13, 1787

November 21, 1789

Ocder
49
L8

31

50

21



TEACHER'S KEY: Post-Test on Tabuiation--Form A

Terminal Pertormance Objective 8.3.0

Strokes
DATES AND ORDER OF ADMISSION OF STATES 39
Selected States 1787-1959 65
State Source of State Lands Date Admitted Order 161
Alaska Purchased from Russia January 3, 1959 49 209
Arizona Ceded by Mexico February 14, 1912 48 254
California Ceded by Mexico September 9, 1850 31 302
Delaware Swedish charter December 7, 1787 ] 346
Hawaii Annexed August 21, 1959 50 380
Ilinois Northwest Territory December 3, 1818 21 429
Iowa Louisiana Purchase December 28, 1846 29 L4
Massachusetts Charter to Mass. Bay Co. February 6, 1788 6 532
New Jersey Dutch settlement December 13, 1787 3 580
North Carolina Charter from Charles 11 November 21, 1789 12 639

Gross Words:

]

(639 + 5

1% 1l
(o]




Student's Name; Date:

Phase ¢ of the Phased Typing Program Terminal Performance Objective 8.4.0
Post-Test on Business and Personal
San Mateo Union High School District Business Letters with Envelopes--Form A

Fiesto.! IF YOU HAVE NOT ALREADY DONE SO, READ THE
-""(GENERAL OIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING.

DIRECTIONS FOR THIS TEST--

Time -25 minutes is the maximum time allowed for the typing.
Objective -Type both short and average length business and personal

business letters in two of the three most common stytles
(block and semi-block) with mixed punctu. *ion. Prepare a
targe envelope for the personal business :atter only.

Arranging the -When calculating machine adjustments and when typing the
Letters letters, keep the following points in mind;
BOTH PARTS--

None of the margins (side, top, bottom) on the test copy are
correct. When you determine the correct placement of the
letters and each letter part, be guided by the length of
each letter as indicated above.

Check the classroom calendar for the current date.

Be sure to use MIXED punctuation in the appropriate letter
parts.

Be sure to follow the additional handwritten directions on
the test copy itself.

PART 1I--

Assume that you are interested in attending the University of
California at Santa Cruz in the future and have composed the
letter in this part. Supply all essential heading and closing
information for the letter. Type the heading information so
that the longest line ends even with the average line ending
in the body. Use BLOCK style in this letter.

PART 2--

Assume now that the Director of Admissions at UCSC has prepared
an answer to your letter. Pretend in this case that you are
employed as a clerk-typist in his office and that you have been
asked to type the letter to Mr. Student. Supply any essential
parts that will make the letter complete. Use SEMI-BLOCK style
in this letter,

Reminder -WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN AND
TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STAR(ING THE
o TEST, YOU ﬂﬂ! NOT TOUCH YOUR TYPEWRITER FOR ANY REASON UNTIL
: THE 25 MINUTE TEST PERTOD BEGINS.
ERIC :

IToxt Provided by ERI




Terminal Performance Objective 8.54.0 [Phase 2]
Post-Test on Business and Personal Business
| Letters with Envelopes--Form A

l Part l|

72?//0ffice of Admissions/Central Services Building/University of
Californias/Santa Cruz, CA. 95060//Gentlemen://1 am a sophomore at
Marina High School. It is my hope to qualify for admission to Santa

Cruz and to major in Economics, qll am taking the regular college
preparatory program of our school, but I plan to include some business
education courses. Are their any special subjects that I must take in
high schoo! in order to meet the entrance requirements of the University?
q@ Any information that you can give me will be very much appreciated.//
Sincerely yours,//?//?

AA/ s EAtz.
pe oo Ty

??2?//Mr. Jolin A. Student/900 Hamilton Avenue/San Mateo, CA. 9L4002//
Dear Mr. Student://l am glad to learn of your interest in UCSC. I shall
try to answer the questions you asked in your letter.ﬁyEYou must be a
high school graduate with at least a "B average in all academic subjects
to quatify for admission to UCSC. You must also have completed the fol-
lowing program: 1 year of American history; | year of laboratory science
taken in either your junior or senior year; 2 years of foreign language;
2 years of mathematics; 3 years of English; and 1 additional year of
science, language, or mathematics. fI would a.so recommend that you take
at least one year of typewriting and an economics course. You will find
both courses to be valuable additions to your program of studies. QZI 1ook
forward to meeting you here on the Santa Cruz campus.//Sincerely yours,//
J. 0. Block/Admissions Officer//?




TEACHER'S KEY: Post-Test on Business and Personal Business [(Phase 7
Letters with Envelopes--Form A
Terminal Performance Objective 8.4.0

IPart ll

Strokes
Student's Street Address ) 48
City, State Zip Code )
Current Date 66
Office of Admissions 87
Central Services Building 13
University of California 138
Santa Cruz, CA. 95060 162
Gentlemen: 173
I am a sophomore at Marina High School. 1t is my 223
hope to qualify for admission to Santa Cruz and to 274
major in Economics, 294
I am taking the regular college preparatory program 346
of our school, but I ptan to include some business 397
education courses. Are their any special subjects L48
that 1 must take in high school in order to meet the 01
entrance requirements of the University? 542
Any informstion that you can give me will be very 592
much appreciated. 610
Sincerely yours, 627
Student's Name 640

ADAPTED FROM: 20th Century Typewriting, Sth ed.,
South-Western Publishing Company




tetters with Envelopes--Form A (continued)

[Part 2]

Current Date

Mr. Jjohn A. Student
900 Hami lton Avenue
San Mateo, CA. 94002

Dear Mr. Student:

] am gltad to learn of your interest in UCSC. [ shall try
to answer the questions you asked in your letter.

you must be a high school graduate with at least a ''B"
average in all academic subjects to quatlify for admission to
UCSC  You must also bhave completed the following program:
| year of American history; 1 year of laboratory science taken
in either your junior or senior year; 2 years of foreign lan-
guage; 2 years of mathematics; 3 years of English; and |
additional year of science, fanguage, or mathematics.

I would also recommend that you take at least one year of
typewriting and an economics course. You will find both courses
to be valuabie additions to your program of studies,

1 lock forward to meeting you here on the Santa Cruz cam-

pus.
Sincerely yours,
J. 0 Block
Admissions Officer
typ

South-Western Publishing Company

TEACHER'S KEY: Post-Test on Business and Personal Business IPhase 2'

Strokes

18

38
58
8!

99

157
207

262
323
382
45
507
564
618

676
741
793

851
856

873

885
904

907

Add Strokes from Perscral Business letter: 644
Envelope: 162

Total Strokes:1713

_—

[[ADAPTED FROM: 20th Century Typewriting. 9th ed., ||1709 + 5 = Gross Words: 343
y Ty

———



Student's Name: Date:

e —

Phase 3 of the Phased Typing Program Terminal Performance Objective 8.2.1W
San Mateo Union High School District Post-Test on Manuscripts--For:n A
First.-( IF vQU HAyE NOT ALREADY DONE SO, READ THE

—= (GENERAL DIRECTIONS FOR TERMINAL PLRFORMANCE OBJECTIVE TESTING.

OIRECTIONS FOR THIS TEST--

Ti—e -30 minutes is the maximum time alliowed for the typing.

PRUS—

Objective -Type a two-page manuscript {500+ words) that contains a
sub-title, both long and short quotations, enumerated
paragraphs, minor headings, and footnotes,

Arranging the -when catuctating machine adjustments and when typing the
Manuscripl manuscript, keep the following points in minds

Hore of the margins (side, top, bottom) on the test copy are
correct. When you set the side margins, assume that the
copy is to be "'unbound."

Be careful to properiy position each of the manuscript
elements (the title, the sub-title, the long enumerated
quotation, the minor headings. and the footnotes).

Be sure to make all of the changes and corrections noted in
the rough draft copy as you type,

When property typed, the first page does not end at the same
point as the test copy. Therefore, you must watch for the
proper place to end the first page. Remember to number the
second page.

Reminder SWHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN

— AND TAB SETTINGS DURING THE fIVE MINUTES PRIOR TO STARTING
THE TEST, YOU MAY NOT TOUCH YOUR TYPEWRITER FOR ANY REASON
UNTIL THE 30 MINUTE TE'T PERIOD BEGINS.




Terminal Performance (bjective 8.2.0 ] [Phase 3]
Post-Test on Manuscripts--Form A

- e e e e S S e S

S TENNEY CoMBNY Mk, iz e
7@ Zotere a m«fw -

@TR,M Ras bton. @ 4, j,&gzﬂ @ﬁd/m&po&? Penmedfe  ver 14,
(w{a,,:, Lere. e;a!wzf? our. feratt Sl oo, 4Torr. Tha c/?__,,,?_ yy
fotiud o nragon. sypaniion garognan, hrdy & e -

MM CZM 4¢(¢cfzzz.l. W M‘*%m
Ceeilorrrerd o d; rleo—

ch»laz
0005“5 j(/_?m achieve Ourfﬁlﬁ in major metropolitan markets across the

nation, we continue to stress quality, value and courteous
service, and we are planning our new stores and merchandise to

gt

. Ceealomen,
appeal to the fasxon-conscmus consumer. We are aware that the

youthfu! ook is.\/veﬂ:.y: popular today with all age groups. T}(e are

able 10 attract nrew customers of atl ages.’t%y appealing to youlh,)
HAW Ocen. C”)wrimzu., <. (P67
o pawi‘u-&»
'!' In alt phases of the store's operations we have,new and &xciting

/
!

fhings to report. Here are some highlights' of our continued

ﬂ,} progress in 1967:

TED 1. JAppliances. Penney's continued t2 expand and refine its line-
Mfﬂﬁ wu}'/ of small and large epplrances in 1967.
7, W

g [UN 4}‘} 2.’[\uto Centers. Penney's automotive centers are a fast-growng
A)

——

part of our business. Since 1963 we have opened 147 auto
centers In 1968, we esxpect Lo open about 50 more.

N e 3 Heclionicr, Soo 1767 e P&M«e«fbx/’w’é},&ma
ofg z){g, é.oﬁxwt(/tld:t /{(”0’%4 &4—., Zf//taw»

2L st

L. Fashion. n,all types of clothing, the trend is toward a

total took. Thus, we offer a complete fashion line of ¢'othing,
accessories, and speciatized services,

T e Y

1. ) € Penney (ompany, Inc.. J. (. Penney (Oorpany Annual
Report 1967, (New vork, New vork), p. 7 ff,

e it i




Terminal Perfarmance Objective 8.2.0
Post-Test on Manuscripts--Form A (continued)

/767 .

5. The [nn Shop. Near the end ofpthe—yeasr we opened our first
Inn Shop. This seif-contained shop features young men's
apparel, furnishings, and accessories primarily for the
/§~ & 25 ool Proep: “The. P
»sz J our Azéakwv Mnevis (&704 ,

(7‘;. '(a&alog Business. We find that our customers use the catalog
-

as a shopping guide, a convenient way to review merchandise
» before visiting a Penney store. Hhis—shouldincrease—our
Tt L pcone- in—the-—yeas ~head., '

< .
. .ef:m&.?_ﬂ@*‘_& - Geer gence. P Qs ﬂ&zu\,
oﬂt Cetdbemn. ,K(mt.- dfc 3 ¢ fi;,ub
.(,3(4::%, Bhe derard oo /wa%
‘\\.
fa °
/M ;Q&,(y,w- . o o
#Penney‘s sales ro0se /.7%0 a new high of §2.75 mitHdoen in fiscal
1967 from $2.55 billion in 1966. Net income increased to almost
490 miltion, or $3.59 a share, from $79 mitlion, or $3.17 a
a»
share, I966.ﬁ"tast year was al;ood one for Penney's,'' according
to President Jordan and Chairman Batten, '"Despite coasumer
Iy , - chdve
-concern about spending, sthe/ Company was able toagdia-a sub-

. . Y Ly 9
stantia!l {acrease in,indoma "

2. GQMOJ p So

. st w =D




TEACHER'S KEY: Post-Tes:. on Manuscripts.-Form A lPhase f-l
Terminal Performance Objective 8.2 0

Strokes
J. C. PENNLY COMPANY ANNUAL REPORT 1967 Lo
Review of Operations [ 61
There has been a remarkable change at Penney's since 1963, when we 128
opened our first full-iine store. The change has featured a major expan- 202
sion program, hundreds of new products and services, and millions of new 275
customers. 286
To achieve our objectives in major metropolitan markcts across the 353
nation, we continue to stress gquality, value and courteous service, and 426
we are planning our new stores and merchandise to appeal to the fashion- Lg8
conscious customer We are aware that the youthful look is popular today 572
with all age growps. By appealing lo youth, we are able to attract new 644
customers cf all ages 667
Highlights of Qur Progress in 1967 719
In al} phases of the store's operations we have something new and 785
exciting to report. Here are some highlights' of tur continued progress 858
in 1967: 867
1. ﬁEﬁE.EEﬂiELi' Penney's automotive centers are a fast- 939
growing part of our business. Since 1963 we have opened 996
147 auto centers., In 1968, we expect to open about 50 105)
more, 1057
2. Appliances. Penney's continued to expand and refine its 1129
Tines of small and large appliances in 1967. 1724
: 199
1. J. . Penney Company, Inc., J. (. Penney Company Annua) Report '302
1967, (New vork, New York), p. 7 ff. 1344
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[TEACHER'S KEY. Post-Jest on Manuscripts==Form A {continued) ) ase

Financial

//

e —

Page 2

Eiectronics. 1n 1967, Penney's introduced the Penncrest
1L-inch color television set,

Fashion. 1In almost all types of clothing, the trend is
toward a total 1ook. Thus, we offer a complete fashion
line of clothing. accessories, and specialized services,

The Inn Shop. N2ar the end of 1967 we opened our first

inn Shop., This self-contained shop features young men's
apparel, furniskings, and accessories primarily for the

15- to 28-year-old qroup. The Inn Shops will supplement
our regular men's departments.

Shop at Home. Ever since fenney's began offering custom
home-decorating services five years ago, the demand has
grown steadily among our customers.

(atalog Business. We find that our customers use the cata-
Tog as a shopping guide, a convenient way to review mer-
chandise before visiting & Penney store.

Rev iew

Penney's sales rose 7,74 to a new high of $2.75 billion in fiscal

1967 from $2.55 biltion in 1366. Net income increased to almost 390

million, or $3.59 a share, fron, $79 miflion, or $3.17 a share, 1956.

"'"Last year was a gooad one for Penney's,' according to President

Jordan and (hairman Batten. ''Despite consumer caution about spending,

LThg? Conpany w:s able Lo achieve a substantial increase in profits."2

2.

1bid., p. 3.

Add Strokes from Page 1
Total Strokes:

2736 v 5 = Gross Words:

Strokes

]
80
110
178
234
291
364
421y
477
534
565
639
695
731
812

869
910

935
1001
1070
t39
1203
1274
1343

1374
1391
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Student's Name: Date:

Phase 3 of the Phased Typing Prcgram Terminal Performance Objective 8.3.C
San Mateo Union High School District Post-Test on Tabulation--Form A
First-.{ IF vOU HAVE NOT ALREADY OONE SO. READ THE

———== {GENLRAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING

DIRECTIONS FOR THIS TEST..

Time .30 minutes is the maximum time allowed for the typing.

Objective -Type two tables (235+ words} with one table centered in open
style on standard size paper and one centered in boxed style
on standard size paper inserted sideways in the machine.

Arranging the -When calculating machine adjustments and when typing the
Tables tables, keep the following points in mind:

BOTH PARTS- -

None of the margins (side, tcp, bottom) on the test copy are
correct, When you determine the correct ones, you should
plan for side margins that are equa! and for top and b-ttom
marging that are equal.

The title, sub-title, and column h2adings should ail be
properly displayed for attractive and neat appearance,

Be sure to follow the addilio. .al hanawritten directions on
the rough draft test copy 1tself,

PART 1..

Type this three column table in OPEN style on standard size
paper inserted the usual way, Allow a reasonable amount of
space between columns.

PART 2-.-

Type this four colunn table in BOXED style on standard size
paper inserted SIDEVAYS in your machine. Allow 12 spaces
between columns. IMPORTANT NOTE: 0O NOT TAKE TIME 10 DPAW

THE VERTICAL RULES BEFORE SIGNALING YOUR TEACHER THAT YOQU

HAVE COMPLETED THE TEST  PUT IN THE HORIZCNTAL RWES AS YOU
1TvPE, BUT DO THE VERTICAL RULING DURING YOUR PROOFREADING TIME.

Reminder SWHILE YOU MAY £ XAMINE THE TEST COPY AND CALCULATE MARGIN AND

- TAB SETTINGS DURING THE £1IVE MINUTES PRIOR 10 STARTING THE
TEST, YOU MAY NOT TOUCH YOUR TYPEWRITER FOR ANY REASON UNTIL
THE 30 MINOTE TEST PERIOD BEGINS.




Post-Test on Tabula. .*--Form

Terminal Performanc~ Objective 8.3.0 ]

A— -

WILDERNESS AND WILD AREAS LOCATED IN TH;) .

STATE OF CALIFORNIA

?’_Z_pm—e,-

st

Agua Tibia

Caribou Peak

Cucamonga
Desolation Valley
Emigrant Basin
High Sierra
Satmon-Trinity Alps

Sar Gore

Sain Bernardino

tEidorado

Stanislaqz;
Inyo and SUMA

ctamain, Shestar Tinde

S Bronarding

[Phase 3

393 879
220,999
22 /78




Terminal Performance Objective 8.3.0
Post-Test on Tabutation--Form A

IPART 2'

| Phase 3 |

/7»@ g

OVERTIME FOR WEEK OF APRIL 23 W

Sylvania €lectronic Products, Inc. - Mountain View 8ffiee ’LM

Name Hours  Hourly Rate Total
Atkins, Helen /0 $1.25 $ /2.50
Banachowski, Genevieve 3 2.10 6.30

7 Barton, Thomas 7 1.63 /7.4
Bartson, Andrew /2 t.84 22.09

s | Cron, John 2 -%«.402."9 Y 9-4 32
Latin, Ronald ' I.SSp ~/32E /0.0

6 MzCandless, Marjorie 2 .3 60 3.32

Nameth, James /2 2.00 3.00
f-oft, David /0 =45 1,50 x5 /5,00
Schmidt, Martin 9 brto /.00 396 2 00

Will, Marguerite 4 3.0 /1 2.0%
7OTAL 65 V2 B 261 109.37




TEACHER™S KEY: Fost-Tes: on labulation--Form A

Termina) Performance Objective 8.3.0

[PART T

WILDERNESS AND WILD AREAS LOCATED IN THE

Agua Tibia
Caribou Peak
Cucamonga

Desolation valley
Emigrant Basin
High Sierra

Salmon-Trinity Alps
San Gorgonio
San Rafae)

STATE OF CALIFORNIA

Gross Areas

LA cres ;

26,225
16,403
5,000

40,700
87,020
393,899

220,999
27,178
74,160

Location
(National forest)

Cleveland
Lassen
San Bernardino

ftdorado
Stanislaus
Inyo and Sierra

Ktarath, Shasta, Trinity
San Bernardino
Los Padres

[Phase 37]

Strokes

4
ol

103
165

193
220
251

285
318
354

407
42
W71
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|Phase

Post-Test on Tabulation--Form A (continued) ]

[ TEACHER'S KEY:

Q
o
~N

(=}
N

-—
[0S

17

O
~

8€9
0Z9
8L5
055
€25

£
9&n
£l
€8¢
$5¢€
0zt

062
602

1gt
001

PART

h

$INJIS

:Sp4aOM SSON9 = § & 061t

:SI40J1S (€30}

— " o——

tl dlQey woJy sSIN0JIS ppy !

LE°601$ _, 389 W01

40" Z1 1c°€ v a3:sanbaen *{fim
00'6 001 é uLlden ‘3puwyd;
00* 41 05°1 01 piaeg ‘3jouyd
00*€ 00°2 -1 sawer ‘yiIaweN
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Student's Name: _ Date:

Phase 3 of the Phased Typing Program Terminal Performance Objective 8.4,0
Post-Test on Business lLetters with
| San_Mateo Union High School District _Envelopes--Form A X

IF YOU HAVE NOT ALREADY OUONE SO, READ THE

e
First (GENERAL DIRCCTIONS FOR TERMINAL PERFORMANCE ORJECTIVE TESTING.

DIRECTIONS FOR THIS TEST--

¥ime -20 minutes s the maximum time allowed for the typing.
Objective -Type average length business letters containing the most

comnonly used letter elements in two of the three most common
styles (full block and semi-block}. Use mixed punctuation

in one letter; open punctuation ir the other. Prepare targe
emelopes (with pre-printed return adcresses) for both

letters.
Arranging the -When calculating machine adjustments and when typing the
tetters letters and envelopes, keep the following points in mind:

———— s

BOTH FARTS-.-

Nore of the margins (side, top., bottom) on the test copy are
correct. When you determine the correct placement of the
letters and letter parts, remember that both letters are
average length.

Be sure 1o make all of the changes noted in the rough draft
copy as you type.

PART 1..

Use SEMI-BLO(K style with MIXED punciuation for this letter.
Supply the current date and an appropriate salutation. You
may delay typing the envelope for this letter until after you
have completed Part 2.

PART 2--

Use FULL BLOCK style with OPEN punctuation for this letter.
Supply the curcrent date and an appropriate salutation.

Also supply &ny other letter element that is essential to
make this letter complete. Address an envelope for this
letter and for the letter in Part 1 of this test.

Reminder JNHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN AND

— TAB SETTINGS DURING THE FIVE MINUTES PRIOR 1O STARTING IHFf
TEST, YOU MAY NO1 JOULH YOUR IYPEWRITER FOR ANY REASON UNTIL
THE 20 MINUTE TEST PERIOD BEGINS.




Terminal Perfurmance Obiect ve 8.4.0

Post-Test on Business Letters with Envelopes--Form A

{ PART 1]

Address this letter to: Mr. Ormond Jason; Jason & Robards, Inc.;
3498 Walnut Street; Burlingave. CA. 9L010. Include a Subject line:
Progress at Lul Montgomery.

u'?w' 2 4.&-7, ML
qT’YOUFA' W%ﬂem the progress being made on 0ur)‘building is a
%MM-

difficult one to answer atp‘his—time-. The contractors would have been able
to meet their deadlines if it had not been for the délays in the delivery
of cemc—nli) Even at this late date we have not yet received all the
P
cement nee ed for the cowple@on of 4hY Morﬁomery.

Cﬁl can tet! you that present plans caH;‘or maximum rental rates of ﬁ/
per square of office space. vYou will find this rate to compare
very favorably with rental charges in other buildings in the ares dthu.ai

Un cpore- comaidsn e, cAoice. bocalio 7 995 f

M7 W .
cfple shalt inform you as soon as possible as to when our building w‘ﬁ/l- be
(> €« Mﬂi»
ready for,you. Plea’e let us be of service to you.

Sign this letter: Very truly yours, William 0'loole, Rental Manager

L-a%,,_, Mgﬂ, el o -avide.
Cp,,,.u,“:t Wo«wé/ub .AM_,.




Terminal Performance Objective 8.4.0 A I-Pﬁase__i ]
Post-Test on Business Letters with Envelopes--Form A (continued)

[ParT 2]

Address this letter to: Western Power Corporation: 75 Hammond Road;
Millbrae, California 94030. Bring the letter to the attention of
Pau! S. Hawthorne.

prrciden
%Although we have made every possible effort to ec—a&e thel(i-es«t-con racts,

we have not been successful in locating them or in uncovering anysf

all o
as to their where::abouts.?;k'e have questionedstheYpeople on the enclosed

©
list%—ﬁege -te the missing contracts. If you ¢ar think of aay

persons we should have contacted, please write or call us immediately,

ﬁOur San Francisco att%eys--Baker, Barker, and Becker--nave been
hio rnthin, Auithen, They
notified to investigatep i i+, Heill be contacting
you within the next few days. Any a-s&#ﬁ-eaee you can give -him in quickly

disposing of this matter will be appreciated a-greet—desat-

Sign this letter:; Yours very truly,@n/Shaw Assomates, Robert J.

Inman, VYice-President E




TEACHER'S KEY: Post-Test on Business Letters with Envelopes--Form A | |Phase 3 ]
Terminal Performance Objective 8.4.0

PART |
Strokes

Current Date t8
Mr. Ormond Jason 35
Jason & Robards, Inc. 57
3498 Walnut Street 76
Burlingame, CA, 94010 100
Dear Mr. Jason: 116
Subject: Progress at L4L Montgomery 153
Your inquiry regarding the progress being made on our new 211
buitding is a difficult on to answer at the moment. [he con- 274
tractors would have been ablte to meet their deadlines if it had 338
not been for the delays in the delivery of cement as u result Loo
of the recent industry-wide cement workers strike. Even at Léo
this late date we have not received all the cement needed for 522
the completion of 4Lk Montgomery. 556
I can tell you that present plans call for meximum rental 614
rates of $1 per square foot of office space. You will find 674
this rate to compare very favorably with rental charges in other 739
buildings in the area, particularly when you consider the choice 8ok
location of LLL Montgomery. 832
We shall inform you as soon as possible as to when our 887
building will be ready for occupancy. Please let us be of 946
service to you, 962
Very truly yours, 980
William 0'Tocte 996
Rental Manager 1011
typ 1015

ADAPTED FROM: Typing Employment Tests,
Prentice-Hall, lnc., 1958




l

TEACHER'S KEY: Post-lest on Business Letters with Envelopes--Form A

(continued)

[PART 2]

Current Date

Western Power Corporation
75 Hammond Road
Millbrae, California 94030

Attention: Paul S. Hawthorne

Gentlemen

Although we have made every possible effort to find the missing
contracts, we have not been successful in locating them or in
uncovering any information as to iheir whereabouts.

We have questioned all of the people on the enclosed list re-
garding the missing contracts. If you think of persons we should

have contacted, please write or call us immediately.

Qur San Francisco attorneys--Baker, Barker, and Becker--have
been notified to investigate this matter further. They will
be contacting you within the next few days. Any help you can
give them in quickly disposing of this matter will be appre-
ciated.

Yours very truly

PENN/SHAW ASSOCIATES

Rebhert J. Inman
Vice-President

typ

enclosure

Add Strokes from Letter 1:

ADAPTED FROM: 1Typing Employment Tests,

Prentice-Hall, Inc., 1958 Envelopes:

Total Strokes:

2024 ¢+ 5 = Gross Words:

[Fhase 3]

Strokgi

18

Ly
60
88

18

128

192

254

306

368

434

487

548

609

671

732

740

757

782

798
813

814
827
1015
182
2024

4os



Student's Name: Date:

Phase It of the Phased Typing Program Terminal Performance Objective 8.2.0
San Mateo Union High School District Post -Test on Manuscripts--Form A

First ( 1F YyOU HAVE NOT ALREADY DONE SO, READ THE
1rSt=-(GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE O0BJECTIVE TESTING.

LDIRECTIONS FOR TH1S TEST--

Time -35 minutes is the maximum time allowed for the typing.
-Type a three-page manuscript (700+ words) that contains a
sub-title, both long and short quotations, a short in-the-
body table, minor headings, and footnotes,

Arranging the -When calculating machine adjustments and when typing the
Manuscript manuscript, keep the following points in mind:

None of the margins (side, top, bottom) on the test copy are
correct. When you set the side margins, assume that the
copy is to be '"bound."

Be careful to properly position each of the manuscript
elements (the title, the <ub-tiile, the long quotation,
the footnotes, the table, and the minor headings).

Be sure to make all of the changes and corrections noted in
the rough draft copy as you type.

When properly typed, the first nage does not end at the same
point as the test copy. Therefore, you must watch for the
proper place to end not only the first page but the second
page as well, Remember tc nunber the pages.

If you use the mathematical method of centering a table, you
can easily calculate the tab settings for the table during
the preparation time.

Remincer -WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN
AND TAB SETTINGS DURING FTHE FIVE MINUTES PRIOR TO STARTING
THE TEST, YOU MAY NOT TOUCH YOUR TYPEWRITER FOR ANY REASON
UNTIL THE 35 MINUTE TEST PERICD BEGINS.




[Terminal performance Objective Bi2.0° [Ph3se 4]

Post-Test on Manuscripts--Form A

(’//U&PWL MOTOES C 019/90/6’16’ o JNERBE. BESYE, igre
- / Wy SGet)
/{D /u%md/ 6.

Generﬂa) Motors? operating &results for 1967 were influenced by a slowina ir

-

g

C -
the upward movement of Fthe economy caused by apdechiien in the rate of busiress

Corediene —
InventOry acczmulahon. and byjcustomss concern over a nte poss1ble tax incre se and

nd
the/\io:ea-gn situation. This uneasiness was particularly ev1dent in the early months
of \1957. énd re-sultedjin an increased rate of personal savings and a decline ir. the

’s“
demand for, asher automobiles. Demand for cars and trucks"'bvmxmd 1mpﬂ)«ed as the

it S R

year progressed, however, and GMI$s unit and dollar sales were the second best in the

/ 56€

Corporation's history. Profits in 1967 were lower than in 084 as a result of .he
the lower unit volume and increases ‘n material and labor costs. The full impa’th
of payroll cost increases resulting from the new labor contract and price increases
for some materials, such as@r::,\\s‘teeblj and non-ferrous metals, which became effec-
tive in theplth quarter of 1967, will not be felt unt1l 1968 /?Reflectmg upon
GM's 1967 operations here in the United States and abroad, President Edward N. Cote
writes: While the year 1967 presented many problems, on balance it ﬁﬂﬂ'r
was one of progress for General Motors. Foliowing the sharp de- /6551
cline in car sales in the first quarter, demand for cars and

trucks increased as the year advanced. Worldwide unit sales of /54 f/é
6,271,000 units, xdigh in 1967 were the third highest in our

p hlstory and 7% below the previous year.f éf’{:” o
0
2% g;,&xl/
pe GM's regufar and intermediate size automobiles held their own against strong

SIWcompetnwe pressures. Moreover, the (orporation's offerings in those segments of
the car market where demand has grown most rapidly in recent,\m-the persona)
car and luxury car fields--enabled GM to impﬂ[}/e its penetration of the domestic
passenger car market in 1967. General Motors is represented in the personal car
field by thew W WTW% ?MM,M %{d%s

Lt
These cars are distinctive and appeal to car buyers n® who seek personal trars.

portation with a sports car flair. w,(/% /ffL W&/,M ggm——&m
Igmdﬂ%ww 6’1/144/\4/?/\40'&*4'( Vs

e — ———— _— —— - 4 2 - e e

Crreea ¥ ?M /76 7 5?*3% Drreeall, (])L&,ov.f‘MMsz_)
.




[Terminal Peiformnace Objective 8.2.0 ] [EEEEE:E]

Post-Test on Manuscripts--Form A {continued)

and Oldsmobile Ninety-Eight, General Motors continues in a strong axdfkghikiy

competitive position in the growing luxury car field.

—

> . /——\‘"\——\___——\__/ e—
!@N}W ] ee/\
In 1967 GM's worldwide factory sales of cars and trucks totaled‘/:EZl,C l
\

vehicles, 7% be 966. Factory sales of GM cars and trucks Ced in the

, 195,000 units in 1966, a

\
[}

d

f cars and trucks produced in the United

units, compared wi

United States totaled 4, 7983

rAv Ard

Vs

f xrb decrease of t#4. Industry factor

States in 1967 totaled ,000, compared with 10,3233 in 1966, a decrease of k:
\\LIB%. This feasc reflected a major strike against a competitor a &

stoppages during 1957.

cm O '

9¥%ales by General Motors operations outsid

‘nor work

j?%bbékvv . .
é;the United States irf 1967 were ﬁzfjg )@3/
million, a decrease offgi% from the record year 1966. This level was attained des-
pite sharp dectines in the demand for,cass in ﬁékzhber of countries, particularly
Germany and:EEE:Scandinavian countriesjg?%actory sales of 1,087,000 vehicles pro-
duced overseas, together with exportg shipments of 92,000 North American-type

behicles, total;d 1,179,000 units in 1967, compared with 4,2 42000 units in 1966.

The penetration into the overseas market of GM's foreign-made cars are shown in

Table 1 (below.

A Table |

(}ﬂjé, OVERSEAS CAR AND TRUCK SALES

Percentage of

Couritry Vehicle Market - W
Germany Opel 20.3%

Uni ted Kingdom Vauxhall

Australia Holden 34.4%
Torana 10.2%

| Al o™
ERIC Gopt”




Terminal Performance Objective 8.2.0 [Phase L]
Post-Test on Mnauscripts--Form A (coatinued)

%e'aa; ha? K. /Ccz'&z,e.,

man James M. Roche recent!y stated that, 'We are optimistic about the

future for our company and the industry. There is a basic and growirg need fo-

3

our products,!




TEACHER'S KEY: Post-iest on Manuscripts--Form A [Phase 1]
Terminal Performance Objective

strokes
GENERAL MOTORS CORPORATION ANNUAL REPORT 1967 L6
Review of Operations 67
General Motors' operating results for 1967 were influenced by a 131
slowing in the upward movement of the economy caused by a decline in the 204
rate of busiress inventory accumuiation, and by consumer concern over a 276
possible tax increase and the interpational situation. This un2asiness 348
was particularly evident in the early months of the year and resulted in L2
an increased rate of persona! savings and a decline in the demand for 491
automobiles. Demand for cars and trucks improved as the year progressad, 565
however, and GM's unit and do:lar sales were the third best in the Corpo- 639
ration's history, Profits in 1967 were lcwer than in 1966 as a resutt of 713
the lower unit volume and increases in material ancd labor costs. The full 788
impact of payroll cost increases resuiting from the new labor contract and 863
price increases for some materials, such as steel, tires, and non-ferrous 937
metals, which became effective in the fourth quarter of 1967, will not be 1011
felt until 1968, 1028
Reflecting upon GM's 1967 operations here in the United States and 1095
abroad, President Edward N. Cole states: 1126
While the year 1967 presenied many problems, on balance 1192
it was one of progress for General Motors. Following the 1250
sharp decline in car sales in the first quarter, demand for 1310
cars and trucks increased as the year advanced. Worldwide 1369
unit sales of 6,271,000 units in 1967 were the third highest 1430
in our history and 7% below the previous year. 1478
1503
1. General Motors Corporation, General Motors Corporation Annual 1603
Report 1967, 59th Annual, (Detroit, Michigan), p. 6. 1668

ERIC
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EACHER'S KEY: Post-Test on Manuscripts--Form A (continued) | [Ebgpe H'I

strokes
Page 2 7
Passenger Car Sales 37
GM's reqgular end intermediate size cars heid their own against strong 107
competitive pressures. Moreover, the Corporation's offerings in ihose 178
segments of the car market where demand has grown most rapidiy in recent 251
years--the personal cear and luxury car fields--enabled GM to improve its 324
penetration of the domestic passenger car market in 1967. General Motors 398
is represented in the personal car field by the Camaro, (orvair, Firebird, 4o
Toronado, Riviera, and Fldorado. 7These cars are distinctive and appea! 545
to car buyers who seek personal transportation with a sports car flair, 617

With its Cadillac, Buick Electra 225, and Oldsmobile Ninety-Ei1ght, General 692

Motors continues in a strong competitive position in the growing luxury 764
car field. 775
GM Operations Abroad 806

Sales by General Motors operations outside of the United States in 873
1967 were $2,781 mitlion, a decrease of 3% from the record year 1966. 943
This high level was attained despite sharp declines in the demand for auto-| 1019
mobiles in a number of countries, particularly Germany and Scandinavian 1091
countries, 1103

Factory sales of 1,087,000 vehicles produced overseas, together with IR WA

export shipments of 92,000 Ncrth American-type vehicles, totaled 1,179,000 1246
units in 1967, compared with 1,267,000 units in 1966. The penetration 1317
into the overseas market of GM's foreign-made cars are shown in Table 1 1550

on the following page. 1413




[ TEACHER'S KEY: Post-Test on Manuscripts--Form A (continued) ] [EEEEE:E:]

Strokaes
Page 3
Table | 23
OVERSEAS CAR AND TRUCK SALES2 53
Percentage of Si
Country Vehicle Market 127
Germany Opel 20.3% 146
United Kingdom Vauxhall 13.1% 176
Austrulia Holden 34.4% 199
Torana 10.2% 212
View of the Future 240
Chairman James M. Roche recently stated that, 'We are optimistic 305
about the future for our company and the industry., There i~ a basic and 37¢
growing need for our products.“3 L
436
2. 1Ibid., p. 13 ff, Ly
30 Ibiqt, po 8- ,-}71{

[ AdU strokes from Page 1: 1668
Page 2: 1413

Total Strokes: 35556

IERJ!:‘ 3555 ¢ 5 = Gross Words: 711




Student's Name:__ Date:

. ———

[Phase 4 of the Phased Typing ﬁ:bgranfl Terminal Pecformance Objective 8.3.0

San Mateo Union High School District Post-Test on Tabulation--Form A -

| -

First--( 1F YOU HAVE NOT A! READY DONE SO, READ THE
——— {GENERAL OIRECTIONS FOR TERMINAL PERFORMANCE OBUECTIVE TESTING,

MIRECTIONS FOR THIS i€ST--

Time -25 minutes is the maximum time allouwed for the typing.
Objective -Type 3 six column (265+ words) table centered vertically

and horizontally in ruled style on 8% x 11 paper inserted
sideways in the wachine.

Arranging the -When calculating machine adjustments and when typing the
Table table, keep the following points in mind:

the test copy was typed on large paper and photographically
reduced in stze to fi1t stancdard paper. for that reason it
was possible to fit nine columns un the paper.,

You must include vn your copy of the table the following
columns C.ly--Occupational Classification, Aragon, Burlingame,
Capuchino, Crestmoor, and District.,

Yous <ix column table will fit on 11 inch paper if you
aliow three (3} spaces between columns,

the test cpy is typed in open style, VYou are to make
the pecessary changes tv adaptl it to RULED style.

Be sure to follow any additional directions written on the
test copy itself.

Reminder SWHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN ALD
TAB SETTINGS DURING YHE FIVE MINUTES PRIOR 10 STARTING THE
TEST, YOU MAY NOT TOUCH YOUR TYPEWKITER FGR ANY REASON LNTIL
THE 26 AINUTE TEST PERIOD BEGINS. -
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Student's HName: Date:

Phase 4 of the Phased Typing Program Terminal Performance Objective 8.4.0
Post-Test on Business Leiters with
San Mateo Union High School District Envelopes--Form A )

First--( iF YOU HAVE NOT ALREADY DONE SO, READ THE
T—* "(GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING.

OIRECTIONS FOR THIS TEST--

Time ~18 minutes is the maximum time allowed for the typing,

Objective -Type a long (490+ words) business letter in full block style
with open punctuation. Frepare a large envelope for the
letter.

Arranging the -Whan calculating machine adjustments and when typing the

Letter letter and envelope, keep the following points in mind:

Nene of the margins (side, top, bottom) on the test copy are
correct. When you determine the correct placement of the
letter and each letter part, du so for a "long" letter.

You must piovide the curren. date, an appropriate salutation,
an appropriate second page heading, and other essential
patts not supplied.

Use FULL BLOCK style.
Use OPEN punctuation.

When typing the envelope, assume that the return address is
already printed on the envelope.

s you type, make the corrections indicated on the test
copy.

Revinder ~WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN AND
TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STAKTING THE
TEST, YOU MAY NOT TOUCH YOUR TYPEWRITER FOR ANY REASON UNTIL
THE 18 MINUTE TEST PERIOD BEGINS,




Terminal Performance Objective 8.4.0 | Phase &1
Post-Test on Business letters with
Envelopes--Form A

n/?ddress this letter to: Jackson Delivery Service; 514 West Street; San
Mateo, California  9L4h02. Include the following subject line: Whitehall
Trucks for Efficiency. e

We know that you are busy, but ;&i:’rgm‘w‘ake .g.:;-t/ three
minutes to read this letter. Adf youpdo so, you will agree that
the time was well spent. %oday, speed trucks are a necessity.,
Modern business f:i?i"/ demandsacnon. A‘Ioe lapse of ti.ne"frorp Q%
the producer to the consumer has been}‘daeefeeaeé frem apfew days
to a matter of hours, and in some cases to a mattgr‘of minutes.
This has been brought about ty the efficiency;\and spt.,ed of the
motor truck. Whitehall speed strucks have an established
reputation in the commercial and industrial worid for rapid ani
dependable trarsportation at/\'very Vow operatﬁﬂg cost.qfwhitehal\
speed trucks incorporate the most modern eu(oqch\e features,

They represent the la‘est de\clopme.'ts !n enxﬁjrmg. These

power ful and rugged trucks are des‘gned for Hard, safe hauling.
kL
Heavy-duly construction 7\ atusa-of every mouel, %Nh\tehall
onwners know from';;wt\experience--f:om figqures on thair books--
Nooer -
that they get more miles for their transportation dollar from
g A“

Whitehalll\than from ary other truck  This accounts for the fact

that repeat orders arc being received in evrzlwincreasirg**.umbers.
%ay we suggest that when you are ready to buy additional trans-

pirtation equipment, you investigate thoroughly thcAHhitehaH

trucks. The Whitehal! Special Delivery vruik anpeals to us as

¢
€% the type of transportation you should/{gve.. This speedy,




Terminal Performance Objective 8.4.0

Post-Test on Business Letters with
Envelopes--Form A (continued)

light- welght truck has a sturdy, reinforced framﬁthat ng)es a long
i oroner.

life ofl\servwce toxﬂa It is an attractive truck, and it is a

trulyAfﬁm investment, }'Under separate cover, we are sending you

an informative booklet, Saving Delivery Dollars with Whitehalt

Jrucks., When you have read the case history§ of Whitehallf\users,
we Bre certain that you will want to as+s, Peninsula Automotive

Center, to demcnstrat.. the Whitehall Special Delivery truck to

you.

Sign the letter: Yours very truly, Peninsula Automotive Center,
Malcolm H., Johnson, Sales Manager.

~>2 /o/éwza /4 o e /4 A M
e ij Acf/a/ude, e j 2//,”,4

o e el oo gour
.a:??'. 7.%41, Lo 0 o : _

(z/ CoLltAE,




TEACHER'S KEY: Post-Test on Business Letters with Envelopes--Form A | [Phase & ]
Terminal Performance Objective 8.4.0

Strokes

Current Date 9
Jackson Delivery Service Ly
514 West Street 60
San Mateo, California  94L02 90
Gentlemen 100
Subject: Whitehall Trucks for Efficiency 142
We know tivat you are busy, but we urge you to take three minutes to read 216
this letter. When vou have done so, you will agree that the time wvas 285
well spent, 297
Today. speed trucks are a nccessity., HModern business demands action. The 372
lapse of time from the p:oducer to the consumer has been shoitened from a Lu6
period of days to a matter of hours, and in some cases to a matter of min- Y3
utes, This has been brought ebout by the efficiency, mobility, and speed 595
of the motor truck, Whitehall speed trucks have an established reputation 67

in the commercial ard indusivial world for rapid and dependable transpor- 7uLY
tation at extremely lcw opereting cost, 784
Whitehall speed trucks incorporate the most mocern automotive features. 856
They represent the latest developments in truck engineering. These power- 9
ful and rugged trucks are designed throughout for hard, safe hauling. 100

Heavy-duty constiuction is featured in every model, 1063
Whitehal! owners know from experience--from figures on their books--that 1126
they get more miles for their transpo-tation doller from Whitehall trucks 1200
than from any other truck. This accounts fo- the fact that repeat orders 1274
are being recefved in ever-incteasing numbers, 1320
May we suggest that when you are ready to invest in additional lranspor- 139L
tation equipment, you investigate thoroughly the new Whitenall trucks, 1465
The Whitehall Special Delivery; truck appeals to us as the type of trans- 1538
portation you should use. This speedy, light-weight Lruck has a sturdy, 1611
reinforced frame that gives a long life of transportation service to its 1684
owner. [t is an attractive truck, and it is a truly goocd investment, 1754
Under separate cover, we are sending you an informative new bocklet, 1822
Saving Del verv follars with Whitehall Trucks. When you have read the 193y
case histurys of whitenall truck users, we feel certain that you will 2009




TEACHER'S KEY: Post-Test on Business Letters with Envelopes--Form A| [ Phase & |

{continued)
Stiokes
Jackson Delivery Service 25
Page 2 32
Current Date 51
want to ask us, Peninsula Automotive Center, to demonstrate the Whitehall 125
Special Delivery truck to you. A phone call to me will bring a truck and 199
an experienced representative to your office. We will welcome your re- 271
quest. There is no obligation, of course, 314
Yours very truly 331
PENINSULA AUTOMOTIVE CENTER 359
Maicolm H. Johnrson 378
Sales Manager 392
abc 395

[[Add Strokes from Page 1: 2009
Envelope: 70

Total Strokes:

£ ]

2474 v 5 = Gross Words: 4
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Appendix C

Rules for (ounting and Marking Typographical Errors
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APPENDIX C
RULES FUOR COUNTING AND MARKING TYPOGRAPHICAL ERRORS

S5elected and modified from International Typewriting Contest Rules

I. Lline Spacirg. Farlure to follow & direction to double {or single) space the

et e

copy will be penalized only once per page of typewritten work.

2. Paragraphing. Paragraphs must be irdented five spaces unless directions call
for bTocking Lhe paragraphs at the left margin, An error in paragraphing is
penalized in addition to all other errors in the same iine.

3. Spaces_and Punctuation Pv 5. A space and a punctuation point are treated
as parts of the preceding word; but if they are incorrectly made, inserted,
omitted, or in any manner changed from the printed copy, an error must be

charged uniess the preceding word has already been penalized,

b, Words Wiorgly Pivided. A word wrongly divided at the end of a line must be
penaiized, A word hyphenated at the end of a line in the printed copy may or
may not need the hyphen if it occurs medially in the student's work. For
instance: Devitfish might be hyphenated at the end of a printed line, but if
it appears medialiy, the student's rendering is not wrong if it conforms to

any standard dictionary.

5. Faulty Shifting: 1f only parts of the proper character appear or the character
is off the Tine of writing {i.e., "raised capital''), an error 1s charged.

6. Lightly Struck tetters. If the outline of any character is discernible, there
is no error,

7. Jransposition. jettcrs transposed in any word constitute an error. Words

transposed are penalized one error for the transposition; additional penalties
are imposed for ervors in the transposed words,

8. Rewritten Matter. In rewriiten matter every error must be penalized, whether

D et s p

in Tirst or second wriling, and one additional error must be charged for rewriting.

9. Crowding. No word shall occupy fewer than its proper number of spaces.

10. Piling. If any portion of the body of one character overlaps any portion of the
hody of amother character, ot extends into the space between words to the exlent
that it would overlap any portion of the body of a character were there a character
in that space, an error must be charged.

1. Left-Hand Margin., (haracters beginning alt lires, except the first lines of
paragraphs, must be struck at the same point of the scale. If ore is printed to
the lefl or right of that poinl, an error must be charged,

12. [tasing. Unless directed to do so, the use of an eraser is ot alldowed.

13. Lrrors in Printed Copy. Errors found in the printed copy may be corrected or
written as they are in the copy, but in an cese shall an error be ctarged
against such words unless Lhey are omitted.

1L, Last Woid. An error made in the last word writlen, whether the word is com-

-

pieted ot not, must be charged.

15, One Error to a Ward, Only one error shall be pe-alized in any one word.

16, General Rule, tiery word that is omitted, inserted, misspelled, that coatains
Q strikcorer, or that is in any manner changed from Lhe printed cops mwst be
ERICenarized. work in which words are x-ed will not be accepied.

IToxt Provided by ERI
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Appendix O

ACCURACY PERCENTAGE TABLE FOR THE PHASED TYPING PRCGRAM

Gross Number of Errors
Words T_2 3 4 5 6 7 B8 9 {0 1 12 15 14 15 161/ _18 19 0
40 975 950 925 900 875 850 825 800 775 750
45 977 955 933 911 866 844 822 800 777 755
50 980 960 940 920 900 8280 860 B840 820 &0C
55 981 963 945 927 909 890 872 854 835 818
60 983 966 650 933 916 900 883 866 850 8&33
65 984 969 953 938 923 907 892 B76 86| 846
70 985 971 957 942 928 9t4 900 885 871 857
75 986 973 960 246 933 920 906 893 380 666
80 987 975 962 950 937 325 912 900 887 875
85 988 976 964 952 941 929 917 905 894 882
90 988 977 966 955 944 933 922 911 900 888
95 089 978 968 957 947 936 926 915 905 894
100 990 980 970 960 950 940 930 920 910 909
105 990 980 971 961 952 942 933 923 914 904
110 990 981 972 963 954 945 936 927 918 909
115 991 982 973 965 956 947 939 930 921 93
120 991 983 975 966 958 950 941 933 925 916
125 932 984 976 968 960 952 944 936 928 920
130 992 984 976 969 961 953 946 938 930 923
135 992 985 977 970 Y62 955 948 940 933 925
140 992 985 978 971 oG4 957 950 942 935 928
145 993 986 979 972 <5 958 951 944 937 931
150 993 986 980 973 966 960 953 946 940 913
155 993 987 980 974 9.7 96' 994 948 941 935
160 993 987 981 975 958 962 <¢56 950 943 937
165 993 657 Q81 975 96% 963 957 95f 945 939
170 394 988 982 976 970 964 958 952 947 94§ 935
175 994 988 982 977 971 965 960 954 948 942 937 93l
180 994 938 983 977 972 966 961 955 950 944 938 933
185 994 989 983 918 977 967 962 956 951 945 940 935
190 994 989 984 978 973 968 963 957 952 947 942 936
195 994 989 984 979 974 969 964 958 953 0248 243 938 933
200 995 990 985 980 975 970 965 960 955 €50 945 940 935 9%
205 995 990 985 980 975 970 965 960 956 95) 946 24l 936 931 926
210 995 990 985 980 976 971 966 961 957 952 947 942 938 933 928
215 995 990 986 981 916 972 067 962 958 953 948 924 938 934 930
22 995 990 986 981 977 972 968 963 959 954 950 945 9%0 936 931 927
225 995 991 986 982 977 913 968 964 960 955 951 946 S42 937 933 928
230 995 631 986 982 978 973 969 965 960 956 952 947 943 939 934 9N
235 935 Y21 987 982 978 974 970 96 ObT 957 953 948 Q44 Q40 936 931 927
940 995 991 987 983 979 975 970 966 962 958 954 950 945 941 937 933 929
245 995 991 957 98% 979 975 971 9.7 963 959 955 951 946 042 938 94 93D 926
25C 995 992 988 984 98B0 976 972 968 4 930 9% 952 948 944 9'0 936 932 928

TN



Gross _ Number of Error _
Words 1 2 3 4 o 6 7 8 9 10 I 12 13 14 15 16 7 18 19 20
255 996 992 982 984 980 976 972 968 964 960 956 952 949 945 94§ 937 933 979
260 996 992 988 984 980 976 973 969 %65 961 957 953 9350 946 942 938 934 930 928
265 996 992 988 984 98] 977 973 959 966 962 958 54 950 947 943 939 935 932 928
270 996 992 988 985 981 977 974 970 966 962 959 <55 951 948 944 940 937 933 929 925
275 996 992 989 985 981 978 974 970 957 963 960 95f 952 949 945 941 938 93, 93¢ 927
280 996 992 939 985 982 978 975 971 957 964 960 957 953 950 946 942 939 935 932 928
285 996 992 989 985 982 978 975 971 95& 964 961 957 954 950 947 943 940 y36 933 929
290 996 993 989 986 982 9379 975 972 958 965 962 958 955 95t 948 944 941 937 934 93|
295 996 993 989 986 983 979 976 972 969 966 962 959 955 952 949 945 94z 938 935 932
300 996 993 990 906 983 980 976 973 970 966 963 960 956 953 950 5454 943 940 936 933
305 936 993 950 986 983 980 977 973 970 967 963 960 957 954 950 947 944 940 937 934
310 996 993 990 987 983 980 977 974 970 967 964 951 958 954 95) 948 945 941 938 935
315 996 993 990 9B7 984 980 977 974 971 983 965 961 958 955 652 949 946 G42 939 936
320 995 993 990 987 984 981 978 975 971 958 965 962 959 956 953 950 946 943 940 937
325 996 593 990 987 984 981 978 975 972 968 966 963 960 956 953 950 947 944 941 938
330 996 993 990 987 984 981 978 975 972 968 966 983 960 957 954 95! 945 945 942 939
335 997 994 991 G988 985 982 97 976 973 970 967 964 961 958 955 952 949 946 943 940
340 997 994 991 988 985 982 979 976 973 970 967 964 S5 958 955 952 950 947 944 94|
345 997 994 991 988 985 982 979 976 973 971 968 965 ©62 959 956 G953 950 947 944 942
350 997 954 991 988 985 982 950 977 974 971 968 965 962 960 957 Y54 95| 948 945 942
355 997 994 99] 988 985 983 980 977 974 971 969 966 963 960 957 954 952 949 946 943
360 997 994 991 988 986 983 280 977 975 972 969 9L5 963 961 958 955 952 950 947 944
365 997 594 991 989 986 983 980 978 975 972 969 967 964 961 958 956 953 vo0 947 945
370 997 994 991 989 93¢ 983 <3| 978 975 972 970 957 964 962 959 956 954 951 948 945
375 997 994 992 989 986 984 38l 978 976 973 970 9EB 965 962 960 957 954 952 949 946
330 997 994 992 989 986 984 981 978 976 973 97| 968 965 963 960 957 955 952 950 947
385 997 994 992 9839 987 984 981 979 976 974 971 968 966 963 961 958 955 953 950 948
390 997 994 992 989 987 984 982 979 975 974 971 969 966 964 961 958 956 953 951 948
595 997 924 992 909 987 984 982 979 977 974 972 969 967 w64 962 959 956 954 951 949
400 997 995 992 990 987 985 982 980 977 975 972 970 967 965 S62 960 957 955 952 950
405 997 995 992 990 987 985 982 980 977 975 972 9270 967 965 962 960 <58 955 953 950
410 937 995 99z 990 987 985 982 930 978 975 973 970 968 965 963 960 958 956 953 95|
415 997 9395 992 990 987 985 983 980 978 975 973 971 9fB 966 963 961 955 956 954 65|
420 997 935 992 990 988 985 983 98C 978 976 973 97! 969 966 964 961 959 357 954 952
425 997 995 992 99C 988 985 983 981 978 976 974 971 969 967 964 962 960 957 955 952
430 937 995 993 9390 988 986 983 98] 979 976 974 972 969 967 965 962 960 958 955 953
435 997 995 993 990 988 986 98% 98/ 979 977 974 972 970 967 965 963 960 958 956 954
440 937 995 933 990 988 9B6 984 98l 979 977 975 972 970 968 965 963 961 959 956 954
445 997 995 993 991 988 9BC 984 982 979 977 975 973 970 968 966 964 961 959 957 955
430 997 995 993 991 988 986 984 982 980 977 975 973 971 968 966 964 962 960 957 955
455 997 995 993 991 989 986 984 982 980 978 975 973 971 969 957 964 962 960 958 953
460 997 995 993 39i 329 986 984 982 980 978 976 975 97t 969 967 965 963 960 958 956
465 997 995 993 991 989 987 94 982 980 978 976 974 972 969 967 965 963 961 959 956
470 997 995 793 931 983 987 985 982 980 978 976 974 ¢ 970 968 965 963 961 959 957
475 997 995 993 99! 9839 987 985 983 98I 978 976 ©74 972 970 968 966 964 962 960 957
480 997 995 993 991 989 987 985 983 981 979 977 975 972 970 968 966 964 962 960 958
485 997 995 993 991 983 987 985 983 9&l 97% 977 975 973 971 969 967 964 962 960 958
420 997 995 993 991 98y 987 985 983 981 979 9377 975 973 971 969 967 965 963 961 959
K<) 997 995 993 991 989 937 SG5 983 981 979 977 975 973 971 969 967 965 963 961 939
IEIQ\L(:‘ 998 996 994 93972 990 98B 986 984 982 980 978 976 974 ©OTz 970 968 966 964 962 960
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Appendix f

Worksheet for Cetermining the Student's final Grade in
The Phased Typing Program
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